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This document contains validated activities and competencies needed 
by librarians working in a school library. Ttie following operational 
definition of competency was developed: 



A competency is a generic knowledge, skill or attitude of a person 
that is causally related to effective behavior as demonstrated 
through external performance criteria, where: 



• Knowledge is hsvin information about, knowing, coder standing, 
being acquainted with, being aware of, having experience of, or 
being fiwriUnr with something, s o meone, or how to do something. 

• Skill is the ability to use one's knowledge effectively. 

• Attitude is a mental or emotional approach to something, or 



We have identified several types of knowledge that are necessary to 
perform information work satistactorily as follows: 



• Basic knntiedge in such areas as language, communication, 
arithmetic operations, etc. 

• Subject knrjjioHgp of primary subject fields of users served 
such as medicine, chemistry, law, etc. 

• Library and information work environments such as the 

information community, its participants and their social, 
economic and technical interrelationships, etc. 

• Knowledge of rfiat work is done such as the activities required 
to provide services and produce products, etc. 

• KnowlAflge of the organization or imr oomnunity flewed Such 58 

the mission, goals, *nd objectives of the user or the 
organization, user's information needs and requirements, etc. 
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There appear to be three kinds of skills necessary to perform 
information work satisfactorily including: 

• Basic skills such as cognitive, ccrnnunication, analytical, etc. 

• skmc related to each iy>cifin arHvii-y being performed such 
as negotiation of reference questions, evaluation of search 
outputs, etc. 

• other skills such as managing time effectively, budgeting and 
making projections, etc. 

Attitudes of librarians are found to be extremely important to work 
performance. We have found it useful to subdivide attitudes into: 

. rHgprtfdHon sl attitudes toward one' 8 profession, the organiza- 
tion served, one's work organization, and other people such as 
users and co-workers. 

. Personality traits/qualities such as confidence, inquisitive- 
ness, sense of ethics, flexibility, etc. 

. M-tifriirtoB related tn jnh/Wk /organ imt inn SUCh as willingness 

to accept responsibility, willingness to learn, desire to grow, 
etc. 

The activities and competencies are organized according to the 
functions which librarians perform, and by professional level as displayed 
in Figure 1. The competencies are cumulative across professional level, 
i.e., competencies of mid-level professionals include entries shown at the 
mid-level as well as those at the entry level, etc. 

It is important to understand the distinction between functions 
performed and positions or job titles. Our rationale behind the functional 
approach was that we were more concerned with what information profession- 
als do than with what they are called. In a single-person library, 
therefore, the librarian will undoubtedly perform more than a single 
function. In using and interpreting the competency data in this document, 
it is important to consider the functions being performed by 
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Figure 1 Organization of Activities and Competencies 
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professionals and the activities being performed to determine which 
competencies are appropriate. The functions identified for librarians 
working in school libraries are: 



• 


acquisitions 




cataloging 


• 


circulation and reader services 


• 


collection maintenance 


• 


interlibrary loan 


• 


management 


• 


reference 


• 


serials control. 



Three professional levels were defined as follows: 

• entry level (up to 3 years of professional experience) 

• mid level (4-9 years of professional experience) 

• senior level (10 or more years of professional experience) . 

The activities performed are listed first and numbered sequen- 
tially. The actual assignment of individual activities to subcategories of 
the major activities and to the functions varies from library to library. 
The organization of activities that we developed provided us with the "best 
fit" case. Indented and unnumbered activities are essentially paraprofes- 
sional activities which, in small libraries, may be performed by 
professionals. 

The activities are followed by the validated sets of knowledge, 
skills and attitudes. Two versions of each of the lists are provided. The 
first set have those competencies designated by the validators as essential 
in bold face print, and those designated as desirable in regular face 
print. The level of emphasis is denoted by asterisks as follows: 

• denotes each competency rated as essential or desirable by 
50-70 percent of the validators of that competency 

** denotes each competency rated as essential or desirable by 
71-84 percent of that validators of that competency 

ERIC iv H 



denotes each conpetency rated as essential or desirable by 
85-100 percent of the validators of that competency. 



The second set of knowledge, skills, and attitudes have competen- 
cies designated by the validators as becoming more or less important in the 
future. Again, the level of enphasis is denoted by asterisks as follows: 

* denotes each competency rated by 1-20 percent of those who 
validated it (as essential, desirable, or not applicable} as 
becoming more or less inportant :n the future 

** denotes each competency rated by 21-40 percent of those who 
validated it (as essential, desirable, o* not applicable) as 
becoming more or less inportant in the future 

*** denotes each competency rated by 41-100 percent of those who 
validated it (as essential, desirable, or not applicable) as 
becoming more or less inportant in the future 

# denotes competencies rated as currentl y not applicable vhich 
have also been rated as becoming more inportant in the future. 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



1. Develop a good understanding of the media center's collection 
development policies and guidelines 

2. Receive requests from faculty and media center staff for purchase of 
materials for the library's collections or for the professional 
collection 

3. Forward orders for serials/numbered series to the serials control 
section 

4. Select materials to order from publishers' catalogs, book reviews, 
bibliographies, circulation and interlibrary loan requests for 
materials not owned by the library, exchange lists, etc. 

5. Supervise the preparation of lists of selected citations which may be 
reviewed by the appropriate faculty advisory group for purchase 
approval 

6. Forward bibliographic citations for selected serials/numbered series 
and any such materials received In the section to the serials control 
section for processing 

7. Examine shipments of unsolicited materials (blanket orders/on-approval 
shipments, gifts, etc.) to select which items are suitable for 
retention; annotate processing slips for each item as required 

8. Assi?'' processing priori to all iraterial selected for the 
colieccions 

9. Maintain a statistical record of selection and the usefulness of 
various selection tools 

10. Supervise bibliographic searching and verification: 

search in-process file(s) (items on order, want lists, and 
received items not yet cataloged) and library's catalog (s) to 
determine if the cited titles are needed for the collections 

annotate citations that are discovered to be serials/numbered 
series and return them to supervisor 

verify and locate additional bibliographic data, as required; 
refer problems to supervisor 

maintain record of searching and verification statistics 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



Selection (cont'd) 

11. Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problems to higher level staff, 
as appropriate 

12. Determine source of procurement (jobber, direct, gift, exchange, etc.) 

13. Prioritize recommended selections in each subject area; consult with 
mid level librarian to determine which materials should be placed on 
tta want list for possible order action at a later date 

14. Supervise order/request processing: 

prepare records (manual or automated) for items to be ordered/ 

requested now/later 
prepare purchase orders, if required 
prepare order/request doc mentation for mailing 
claim outstanding orders 
cancel orders, as requited 
re-issue orders to different sources, as required 
maintain statistical record of order/request processing operations 

Brrelrt Pnrfflfring 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipments, leased materials, unsolicited gifts, etc. 

open packages and retain sender information 
check shipments against packing lists/invoices 
check shipnents for damage 
examine received items for imperfections 

for unsolicited shipnents, search in-process file(s) and center's 
catalog (s) to determine which items are needed for the 
collections 

updato in-process file with receipt information 

update in-process file ret any errors in receipt or receipt of 

damaged/ 'imperfect materials 
annotate packing slips/invoices for damaged/imperfect materials, 

incorrectly supplied materials, and unwanted materials 
annotate packing slips/invoices to indicate materials which are 

branch copies 

annotate packing slips/invoices to certify receipt of all 

materials retained 
deliver packing slips/invoices to Invoice processor 
insert and/or update processing slips for materials to be retaired 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



Receipt Processing fcont'd* 

15. Supervise receipt processing of ordered/requested materials, blanket 
order/on-approval shipnents, leased materials, unsolicited gifts, etc. 
(cont'd) 

mark materials retained for the collection as required (invoice 

number, date of receipt, etc.) 
place materials to be cataloged on the appropriate book trucks 
forward any serials/numbered series received to the serials 

control section 

process materials for the professional collections as required and 

place on the appropriate book trucks 
send form letters to acknowledge gifts, if appropriate 
prepare damaged/imperfect materials, incorrectly supplied 

materials, and unwanted materials for return to suppliers, if 

appropriate 

place unwanted/damaged items not to be returned to suppliers in 

specified area to "wait proper disposal 
maintain statistical record of receipt processing operations 

16. Supervise the delivery of materials to the cataloging section at 
regular intervals 

17. Supervise preparation and disposal of unwanted materials 
Pile Maintenance 

18. Supervise creation and maintenance of in-process file(s) 

input orders/requests, want list items, unsolicited receipts 
update records based on correspondence received and actions taken 
update records with receipt, return and disposal information 
update records with cataloger assignment, if appropriate 
update records when cataloging has been completed and items are no 

longer in process 
delete records at appropriate intervals, maintain statistical 

records of file creation and maintenance operations 

19. Supervise maintenance of accession records for materials which will not 
be added to the collections, if required 
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ACTIVITIES 



ACQUISITIONS EHHOf LEVEL 



Other 

20. Handle problems related to the selection and acquisition of materials 
for media centers; refer special problems to bicker level staff, as 
appropriate 

21. Assist staff in locating materials received but still in process 

22. Advise other libraries/media centers of sources used to obtain 
dif f icult-to-locate materials 

23. Supervise the preparation of exchange lists for items selected by 
senior staff 

24. Examine dealers' stocks and publishers'/producers' displays at book/AV 
fairs and conferences in order to become familiar with the character- 
istics of the various offerings 

21, Conduct business by phone, when appropriate 

26. Write memos and letters, as required 

27. Prepare manuals of procedures 

28. Make recommendations to the section manager for improvement in 
operations of the unit/section 

29. Attend and participate in staff meetings 

30. Provide an overview of the operations of the unit/section to visitors, 
as requested 

31. Supervise technicians, and paraprofessional staff 

32. Work to develop "esprit de corps" among staff supervised 

33. Assist section manager in writing job descriptions for self and for 
staff supervised 

34. Assist section manager in developing performance standards for self and 
for staff supervised 

35. Assist section manager in the review and performance evaluation of 
staff supervised 

36. Assist in the selection of new technicians and paraprofessionals 
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ACTIVITIES 



ACQUISITIONS ENTRY LEVEL 



Other leant* d) 

37. Keep abreast of developments in the information field, library practice 
or legislation that affect selection and acquisition of materials 

38. Attend professional meetings and prepare reports for dissemination to 
staff 

39. Develop professional contacts both within and outside the media center 
system 



ACQUISITIONS MID LEVEL 



Selection 



40. Keep abreast of the information needs of the user community so that 
selection of materials may be made to support new courses and other new 
areas of educational interest/activity 

41. Select materials which are to be placed on the want list based on 
budget constraints 

Verification and Ordering 

42. Supervice the maintenance of an address file of procurement sources 

43. Draft for a xetters for ordering/requesting materials, claiming/ 
canceling orders, acknowledging gifts, etc. 

44. Schedule purchases of materials in order tr operate within the budget 

45. Work with contract and/or purchasing department i») of the school system 
to identify requirements and develop draft procedures for purchasing 
materials 

46. Work with serials control staff to develop draft procedures for 
ordering and fiscal control of serials/numbered series 
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ACTIVITIES 



ACQUISITIONS MID LEVEL 



Fiscal Control 

47. Work with the finance and accounting department of the school system to 
idencify requirements and develop draft procedures for processing 
invoices for payment 

48. Supervise invoice processing for acquisition of materials 

receive and log in packing slips/invoices from acquisitions and 

serials control staff with receipt information noted 
receive and log in original invoices 

match original invoices with annotated packing slips/invoice 
copies 

convert currency to U.S. dollars, if required 

searctyrequest search of acquisition and serials control files to 

verify receipt, if necessary 
maintain record of expenditures by account 

process approved invoices for payment and forward then to the 

appropriate fiscal office 
process purchase order documents as required 
receive correspondence from suppliers 
draft replies to correspondence concerning payment problems 
prepare prepayment statements if required 

maintain files of invoices and other documents related to the 

purchase of library materials 
prepare reports of expenditures and balances in all accounts 
maintain a record of invoice processing statistics 

49. Maintain control of the materials budget; notify the section manager of 
situations which may require special action 

50. Review reports of expenditures and balances in all accounts as prepared 
by an accounting technician; draft narrative statements to accompany 
the reports, if required 

51. Approve/modify draft replies to correspondence concerning payment 
problems 

52. Work with the finance and accounting department of the school system to 
establish deposit accounts with certain suppliers 

53. Determine the average cost of each type of material purchased 

54. Project budget requirements for purchasing materials for the new fiscal 
year 
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ACTIVITIES 



ACQUISITIONS MID LEVEL 



Fiscal Control (cont'd! 

55. Assess performance of existing equipment/systems used Li acquisitions 
and investigate capabilities of other equipment/systems 

56. Recommend acquisition of new/additional equipnent/systems 

57. Train staff in operation and in-house maintenance of equipment/systems 

58. Supervise in-house operation and maintenance of equipment/systems 

59. Gather information for maintenance contracts on equipment/systems 

60. Draft statements of work for contact proposals for services, systems, 
equipment and/or maintenance 

61. Evaluate contractors' proposals 

62. Train and supervise entry level staff and accounting technician (s) 

63. Assist in the selection of new professional staff and accounting 
technician (s) 

64. Write articles for professional journals/newsletters when appropriate 



ACQUISITIONS SENIOR LEVEL 



Selection 

65. Select and maintain an up-to-date collection of selection tools and 
aids to bibliographic verification 

66. Work with reference, reader services and interlibrary loan section 
staff members to analyze library resources in the area and make 
recommendations concerning the degree to which duplication of 
collections should occur. Identify subject areas in which resource 
sharing may be mutually beneficial 

67. Work with reference and reader services staff and faculty advisory 
groups to identify user needs and activities and charges occurring in 
the user population which will Influence selection of library materials 
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ACTIVITIES 




ACQUISITIONS SENIOR LEVEL 




Selection foonfc'dl 




68. 


Formulate draft selection and retention policies for all types of 
materials 




69. 


Prepare draft selection guidelines to be used by staff and faculty 
advisory groups as an aid to interpreting select* on policies 




70. 


Periodically review staff elections to ensure more uniform 
interpretation of the select io policies; conduct training sessions as 
required 




71- 


Participate in meetinaB of faculty advisory arouDS which review lists 
of materials selected for purchase 




72. 


Evaluate the exist ina collections and identify mrtma of weakness 




73. 


Prepare lists of materials to be purchased in order to upgrade areas of 
weakness in the collections 




74. 


Together with reference and reader services staff, compile lists of 
reference books and standard works that comprise a basic collection in 
each maior subiect area. New editions of these materials are purchased 
automatically 




75. 


Together with reference and reader services staff and faculty advisory 
groups, select materials for branch collections 




76. 


Develop guidelines for identifying materials in the collections which 
should be retained in microform for preservation 




77. 


Review damaged materials identified by collection maintenance staff; 
determine which materials should be replaced, discarded, rebound, or 
replaced by a new edition or more recent work on the same subject 




78. 


Select item? which have been weeded or set aside for disposal which may 

nff Ariri ¥n Avduuw* nurfnora. if anDrooriate 




79. 


Identify existing collections of special value to the media centers 
which are advertised for sale or which may be solicited as gifts 
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ACTIVITIES 



ACQUISITIONS SENIOR LEVEL 



fithsc 

80. Function as a technical expert in all matters of selection and 
acquisition of materials for media centers 

81. Work with senior reader services, cataloging and serials control staff 
members to identify proccessing priorities and draft guidelines for 
priority assicpnent to all incoming materials 

82. Interview salesmen and publishers 9 and dealers 9 representatives to 
learn about forthcoming publications, revisions of standard reference 
works, services offered, etc. 

83. Assist the section manager in negotiating with publishers 9 and dealers 9 
representatives to set up on approval programs, leasing programs and 
other services 

84. Prepare an evaluation each dealer 9 s performance for review by the 
section manager 

85. Identify sources for ootaining out of print materials which are to be 
replaced/added to the collections 

86. Draft a gift acceptance policy statenent 

87. Identify potential exchange partners 

88. Draft an exchange policy statement 

89. Draft documentation to establish an exchange program 

90. Supervise the exchange program 

91. Identify sources for disposal of unwanted materials 

92. Draft documentation to set if) disposal program 

93. Draft all selection and acquisition procedures and policies; draft 
revisions as required 

94. Flowchart and document selection and acquisition procedures 

95. Assist section manager in on-going systems analysis of the section 

96. Analyze statistics for all operations in the section **nd prepare draft 
statistical reports 
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ACTIVITIES 



ACQUISITIONS SENIOR LEVEL 

Other fcont'd) 

97. Train and supervise mid level staff 

98. Function as section manager in his/her absence 



23 

10 



oag grao B vMjnflg ) as 

BSBH1AL VBGOB DESIRABLE 



II 4* > I 



24 



MPlfflGB 



ACQUISITIONS ENTRY LEVEL 



*** toowledge related to literacy, nuaeracy, panlcrt Ions, etc. 

* knowledge of the primary subject field of users served (e.g., 

literature, snsic, etc.) 
** knowledge of foreign languages 

T.ihmry t TnfnnmHnn Science Knowledge (Generic) 

* knowledge of definition, structure, sod forests of lnforsation 

* knowledge of alternatife approaches to toe organisation of inforsstlcn 
** knowledge of alternative approaches to retrieval of Infossatlon 

* knowledge of alternative sfproacbes to *n foissl leu sanagesent 

* knowledge of available and eseiijlivj Information technologies and their 

an al iostions 

** knowledge of completed and ongoing research in the field and its 

applicability to practice 
** knowledge of career opportunities 
** knowledge of how to leam on an ongoing basis 

Knowledge «fr»n- jnjfiraallg] "ftt* rajjamntfi 

* knowledge of the expanding information cemmunity, its participants and 

their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 
** knowledge of the users of the services and products, their character- 
istics and Informal Ion habits 

Knowledge of what work is dene 

** knowledge of the acquisitions function, the range of services and 
products offered (both actual and potential) 

* kno wledge of torn activit ies that ar% required to offer the services and 

* knowledge of the various resources that are necessary to support the 

activities 

*** knowledge of acquisition tools and sources of bibliographic information 
** knowledge of acquisition set node sod techniques 

* knowledge of performance eapsctooTand how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of doties, probable ccspeneation, benefits, etc.) 
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acquisitions wna level 



BKMlfite of how to do work 

m* knowledge of hop to pe rfoa the various activities 

*** knowledge of bow to use the acquisitions tools and sources of 

h d hil jogp^ Qiic jLnfoosation 
*** knowledge of how to apply the acquisitions setbods and techniques 

* knowledge of personnel procedures 

Knowledge of the institution served and Its library 

** knowledge of the Mission, goals and objectives of the institution 
served 

** knowledge of the structure of the institution and the role of the 

library within the institution 
** knowledge of the various progress offered and key personnel within the 

institution 

*** knowledge of the policies and rcccedures relevant to the library 

*** knowledge of the various resources available within the library (e.g., 

personnel, eojulrawnt, etc.) 
*** knowledge of the users' lnforaation neefe and reonlrenents 
*** knowledge of the collection, and of related collections 



ACQUISITIONS MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and bow 

they relate to aeonistions 
** knowledge of available vendor-supplied systess, services and products 

to support acquisitions 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation nwthods and techniques to evaluate systess, 

services and p r oducts 
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ACQUISITIONS 



SENIOR LEVEL 



* greater depths oC knowledge specified above 
** knowledge of public relations tocfanigooa 

** knowledge of statistical description, analysis, interpretation and 
presentation 

** knowledge of the coats associated vith library reeouzces Materials, 



* knowledge of c^et analysis and interpretation methods 

* knowledge of Kathode of lesoorce allocation 

* knowledge of sta nd ar d s , eeasnrei and method* Ijc evaluating personnel 

* knowledge of alternative management structures and their implications 

for the operation of the library 
** atate-of-tne-*rt knowledge of library reeesroh and practice 
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acquisitions amor level 



fiulcJmatlfidoe 

*** knowledge related to lite racy , noseracy, ooBnunicetlons, etc, 

aadfltt taflMifldag 

* knowledge of the prise ry subject field of users served (e.g., 

literature, aualc, etc*) 
*** knowledge of fo reig n languages 

UJarary j Information ficianoa Khowladge (Generic) 

*** knosledae of definil Lop structure, sad foraata of Infonsrf ton 

OTMBBBOTa^OTJeanV^P^BB^BSBeeBBV ^BB^BBS VS^B^S^P^^B^SSV^S^^B^BVWV ■S^^^SVS>^S^ b ^^^S^ b H^V^BV0F ^BVBUJBBSBBP ^BP J ^B^eBB^eBpSBee» , ^B»eBBP F ^B^BBB> •^■■PW^S^SVS^^SV^W 

*** know j edge of alternative appcoachoa to tbe orgsnisstion of inf bastion 
*** knowledge of alternative appcoacfaee to retrieiel of intonation 

AAA knolfXadga Os? altSQsSfci^Fa a^pCOacfaBS tO il)fO0Babti/On BSnsgaaArifc 

am toovladgs of asailshla w rt wagging *m Q uasi Un tsctooiogisa and tbair 
aifUcaticns 

*** toovladge of ccnpiated aid ongoing w — ircfa In the fi*ld and its 

^pUoribillty to pcaotloe 
*** knoifXidga of cnnsc OHpocttatitlas 
** know lodge of ham to laarn on an ongoing basis 

Bamlfidaa about fatfoaotlm — ^i«maptg 

a** inoaladop of tha asoandina infoaation i ibbihII v its oarticioanfcs and 

arm ap^B^W^aw^BBBisj^BBvej^, ^b^bbb> ^bbbb^bbbbi ^ssbSs^VVbswsOTJbshbpsvVB sHBbIbsV^P^PssVbbvw^pa^bbbbv ^bp^b^bbsbb^bbbsbwsbib^bi^b^bv sas^pssw ■B^Bspesp ^^■w^ss^^aaw^^sr — - - 

their iifcerrolationshlps (social, oconoaic, technical, etc*) 
*** knowl edge o f tbe variety of work eetMngs and their orgenisBtional 

•** knowledge of tbe functions psrforsed within tbe various work settings 
and the services sa d p r odu c t s o ff ered 

*** kn owl edge of tbe users of toe services and pr od u ct' a , their character- 
istics and infooBtion habits 

Knowledge of what work la flops, 

** knowledge of tbe acquisitions function, tbe range of services and 

proouccs ocrereu (oocn actual ana pocenaaxj 
** knowledge of the activities that are required to offer the services and 

p rod u ce tbe products 
** knowledge of the various resources that are necessary to support the 

activities 

* knowledge of acquisition tools and sources of bibliographic inzoraation 

* knowledge of acquisition set boos end techniques 

** taowladge of pacfonanee eapaotad and bow it can be saaaui ad 
** knowledge of job rosponriMlitlos and working conditions (e.g., range 
of duties, prctoble ccapeneation, benefits, etc.) 
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knowledge 




ACQUISITIONS ENTRY LEVEL 




BKUlfi&e of ho* to do work 




** knowledge of how to perforn the various activities 

* knowledge of bow to use the acquisitions tools and sources of 

MM lflyrsyhlr infonaation 

* knowledge of bow to apply the acquisitions Methods and techniques 

lODOIfljOdjyi^ Oaf pG£80RDfil pCOOOdBECB 








*** knowledge of the wission, goals and objectives of the institution 




** knowledge of the structure of the institution and the role of the 

library within the institution 
** knowledge of the various progress offered and key personnel within the 

institution 

** knowledge of the policies end procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel, oquirewjnt, etc) 
*** knowledge of the users* InfhraaHm needs and requireaants 
*** knowledge of the collection, and of related collections 




ACQUISITIONS MED LEVEL 




** greater depths of knowledge specified tijove 

** knowledge of the operations of other sections in the library and bow 
they relate to aossisl ions 

• knowledge of available vendor-supplied systeas, services end products 

* knowledge of the contracting process, both in general and within the 




*** knowledge of eialnstlon sethodB and techniques to evaluate systeas, 
services and products 
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KKMJDGE 



ACQUISITIONS SENIOR LEVEL 



** greater depths of knowledge specified above 
*** knowledge of public relations bocfan&gnoe 

*** to^jfjgo^ statistical description, analysis. Interpretation and 

** tooeied^ 'or^She costs associated vitb library resources Materials, 

personnel, spacer etc*) 
*** toowlodgo of cost analysis and interpretation netbods 
** knowledge of sstbodE of resource allocatloa 

** knowledge of standards, asesores and setbods for evaluating p e rs onnel 
*** knowledge Jt alternative sanaasasal structures and their topi .c at io n s 

for the opera t io n of tbe library 
** 8tat«-of~the-art knowledge of library re sea rch and practice 
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shlls 



ACQUISITIONS 



ENIEY LEVEL 



BMifi 

*•* literacy, noneracy, cognitive, analytical, conical linn, etc. 

flciiia atiatad ta Ff»if<* AcbivitiaB 

Ability tot 

* perform each activity 

*** frtnhllsh rapport with uaon and colleagues 

* 1 1— aili ■! i wall by written, verbal and n o n ver bal a ewrni 

conduct an interview 

* conduct aeetings with individuals and groups 

* collect, analyse and interpret data 

* ante <wi " < **tt and recnaaandal lone based en available infotaation 

* snpervise staff 

** work Independently and in groups 

* develop criteria for evaluation 

Ability to: 

** sake effective, tiaaly, and weU-inforaed decisions 

** isolate and define rcobleas and develop the necessary criteria and 

action for their solution 
*** aanage tine effectively 



ACQUISITIONS KID LEVEL 



fltilln Bdfltad to BMh aUClflfl Activity 
* Skills listed above are developad to a greater extent 

Ability tot 

** perceive the needs of the organisation and not just the library 
** anticipate lo ng range needs of library 
** dasiga system and procedures to isprove library opwatione 
arbitrate and negotiate 
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skills 



ACQUISITIONS SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability tot 

** epply ■e th o dp of seasareaent and evaluation 
*** budget and sake projections 
*** optimise the una of library resonroes 
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skills 



acquisitions amor level 



B*n}r Skills 

*** literacy, nueeracy, cognitive, analytical, oo—aiad Lone, etc. 
Sfcillfl P»l»«-«*fi fiPfTiftc Activities 
Ability to: 

** pecf on each activity 
*** establish rapport with users and colleagues 
** n— inli all veil by written, verbal and non-verbal aesns 
* conduct an interview 

** oondoct eastings with individuals and groups 
*** collect, analyse and interpret data 

*** sake derisions and reoflaaandBi torn based on available indorsation 

** supervise staff 

** work indspandantly and in groups 
*** develop criteria for evaluation 

Ability to: 

*** sake effective, tiaely, and well-inf breed decisions 

*** isolate and define probleas and develop the necessary criteria and 

action for their solution 
*** aanage tine effectively 



ACQUISITIONS HID LEVEL 



SkillB Related to B»ch Specific Activity 
*** Skills listed above are developed to a greater extent 
Ability to: 

*** perceive the needs of the organisation and not just the library 
*** anticipate long-range needs of library 
*** design systeas and procedures to jasjcove library operations 
*** arbitrate and negotiate 
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ACQUISITIONS 



SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 

*** apply aetfaodi of aeaaureant and evaluation 

*** budget and sake projections 

*** optimise the use of library cesources 
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ACQUISITIONS 

DjgpoBitlonal Attitudes 

Attitudes BMMfl Institutions 

* Respect for profession 
** Respect for the library 
** — — a t for the parent organization 



Attitudes Onward Other People 
Ttauard risers 



* Like people in general 
*• Like ohildro n 

*** Like to help people 

* Like to meet people 

* Like to aake others feel comfortable 
*** Sensitive to others 1 



■Coward Others in the Workplace 



** Like to work with others/as a team 

Like to work on own 
* Willingness to draw upon and share knowledge and experience with 



** Supportive of co workers 

* Enjoy managing/supervising others 



EsJBflpaJ ft»HH— 

* Alertness 

* Assertiveness 
* 



Cheerfulness 
ty 

* 

* Diplomacy 

* mjoticaa] stability 

* ml mean 

** neaibilityAersatility 
* 



* InquisitivenesB 
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ACQUISITIONS 
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EMaaaj aalltlga teoot!d) 

* Leederahip ability 
** Neatness 

* Need for achievement 
** Objectivity 



* Optimiaa/Posltlve attitude 
** Organisation 

* Patience 

* Physical endurance 



Sensitlve/lhoughtful 

* Sense of humor 

* Sense of ethics 

* T0l« 



BttitUdBfi -Toh/toork/OrganiMtiion 
individual should demonstrate: 

*** Willingness to take/acoept responsibility 
** Willingness to take initiative 

* willingness to respond to authority, apply and follow policy 
*** Desire to leam/try 

* Willingness to fail 

** willingness to ask quest Ions 

** Desire to work to best of ability 

* BssocnsivenosB to time oonstrainta 




Willingness to get hands dirty 

* attention to detail 

* Willingness to do clerical tasks 
*** Desire to follow-through 



* Organisational identity 

* willingness to promote library and its services 

** view of library as part of a larger information environment 

* View of library as an organisation 

* Ability to see broad picture 

** Ability to sacrifice short-term gains for long-term goals 

* Political sense 

* Curiosity 

* variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to remain current in specific and general subject field 
*** Positive attitude toward job 
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ACQUISITIONS 



DLqpoBlticniil atUtUdtt 

Attitudes Toward Institutions 

** D a o pec t for profession 

** Respect for the library 

** D e o p ect for the parent organization 

Attitudes Toward Other People 

Toward Peers 

** Beeped users 

** Like people in general 

** Like children 

** Like to help people 

** Like to aset people 

** Like to sake otters feel coafortable 

** Sensitive to otters* needs 

Toward Others In the Workplace 

** Reaped co workers 

** Like to work with otters/as a tean 

** Willingness to draw upon and share knowledge ~nd experience with 

~ ■ » — 
otDsrs 

** Supportive of co-workers 

** B> joy asnaging/supervising otters 

Personal Qualities 

** Alertness 
*• Aesertivenesa 
** Oaapasslon^indneBB 
** Confidence 
** Cheerfulness 
Dependability 
** Detemii»ticfv*anacity 
** Dlploascy 
** Baotional stability 
** Fairness 

** AeslbmtyAersatility 
** iBarrfnation 
** mrjuf &t tiveness 
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JKRXTTOS 



ACQUISITIONS 



Personal Dualities foonfc'rn 

*J Leaderahip ability 

* Meed foe achievenent 
** Objectivity 

** OpenH al ndedness 

** Ot*ifi£sa/Poeitive attitude 

** Organisation 

** Patience 

** Physical endurance 

** R eso urc e f ul 

** Sansittve^Biougntful 

** Sense oC huaor 

** Sense of ethics 

** Tolerance 

Attitudes Related to Joh/toork/Qrganlzatlon 

Individual should demonstrate: 

** Willingness to take/accept responsibility 
** Willingness to take Initiative 

* Willingness to respond to authority, apply and follow policy 
** Desire to leamAry 

* willingness to fail 

** Willinoness to ask questions 

** Desire to nock to best of ability 

** Den pc nsiv eneBB to tiae constraints 

* Accuracy 

* Willingneas to get hands dirty 

* Attention to detail 

* Willinoness to do clerical tasks 

* Desire to foUov-through 
** Service orientation 

** Willinoness to prosote library and its services 

** View of library as part of a larger information environment 

* View of library as an organisation 
** Ability to see broad picture 

** Ability to sacrifice short-tin gains for long-term goals 

* Political sense 
** Curiosity 

** Variety of interests 
** Desire to grow personally 
** Desire to grow professionally 

* Desire to remain current in specific and general subject field 
** Positive attitude toward job 
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ACTIVITIES 



CATALOGING BURT LEVEL 

1. Supervise and perform, as required, pre-cataloging searching 

2. Perforin descriptive cataloging (with or without copy) for materials 
which will require original cataloging 

3. Determine main and added entries 

4. Assign subject headings from the approved list (s) of headings 

5. Classify materials using the approved classification system (s) 

6. Establish cataloging authority data 

7. Establish cross reference data 

8. Code cataloging and authority data for data entry as part of the 
cataloging process, or prepare the main entry catalog card 

9. Recatalog and reclassify materials already in the collection, as 
required 

10. Consult reference books and/or online files, and/or make phone calls to 
obtain information necessary for cataloging 

11. Refer cataloging problems to higher level staff 

12. Keep abreast of changes relating to cataloging procedures (e.g., 
in-house memos, LC rule interpretations of AACR 2, new subject terms, 
updated instructions for searching/updating online files, etc.) 

13. Maintain a record of pre-cataloging searching statistics 

14. Maintain a record of cataloging statistics 
Other 

15. Write memos and letters as required 

16. Prepare manuals of procedures for pre-cataloging searching 

17. Select/develop a processing form to be use in pre-cataloging searching 

18. Make recommendations to the section manager for Improvement in 
operations of the unit/section and for Improvement in bibliographic 
access to the collection (s) 
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ACTIVITIES 



CMCM^GING BUSY LEVEL 



Other (cont'd) 

19. Attend and participate in staff meetings 

20. Provide an overview of the operations of the unit/section to visitors, 
as requested 

21. Train and supervise pre-cataloging searchers 

22. Work to develop "esprit de corps' 9 among staff supervised 

23. Assist section manager in writing job descriptions for self and staff 
supervised 

24. Assist section manager in developing performance standards for self and 
for staff supervised 

25. Assist section manager in the review and performance evaluation of 
staff supervised 

26. Assist in the selection of new technicians 

27. Keep abreast of developments in the information field or library 
practice that affect cataloging, classification, and bibliographic 
files and networks 

28. Attend professional meetings and prepare reports for dissemination to 
staff 

29. Develop professional contacts both within and outside the library 



CATALOGING MID LEVEL 



30. Perform cataloging and classification of difficult materials 

31. Supervise limited cataloging of certain types of library materials 
(e.g., fiction, biographies) and titles for which network supplied 
cataloging will be accepted 

32. Supervise Cuttering, as required 

33. Handle cataloging problems encountered ty entry level staff; refer to 
higher level staff, if necessary 
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Aurj.viTj.ES 



CATALOGING MID LEVEL 



34. Maintain a statistical record of cataloging difficult items 

35. Maintain a record of limited cataloging statistics 

36. Maintain a record of Cutter ing statistics 
Bibliographic Files 

37. Supervise maintenance of accession records, if appropriate 

38. Supervise online entry of cataloging data and/or locator data, if 
appropriate 

39. Supervise proofreading of computer printouts of cataloging data, if 
appropriate 

40. Supervise ordering/preparation of card sets, if a card catalog is 
maintained 

41. Supervise processing of card sets received with pre-processed library 
materials 

42. Supervise and revise filing of cards, if required 

43. Supervise physical maintenance of the card catalog, if required 

replace catalog cards, guide cards, and drawer labels 
shift cards 

44. Supervise updating the bibliographic files (online or manual) 

add/correct locator data 

indicate number of copies owned 

indicate holdings data for multi-volume sets 

indicate withdrawal or loss of materials 

delete/correct incorrect records 

45. Supervise distribution of bibliographic records/files to branches 

46. Supervise production of lists of new accessions; forward them to the 
circulation staff for distribution 

47. Maintain statistical records of operations relating to the creation and 
maintenance of bibliographic files 
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ACTIVITIES 



CATALOGING HID LEVEL 



Materials Processing 

48. Supervise the physical processing of all items to be added to the 
library' 8 collection (s) : 

mark materials with the library system's identification and branch 

identification 
affix security labels 
type and apply classification labels 

prepare item cards for circulation, or affix circulation bar code/ 

OCR lables 
affix date due slips, if required 
open new boot 3 
apply purchased covers 

mount pamphlet-type materials in special binders 

place AV materials in proper storage containers, if required 

segregate materials requiring special treatment or repairs and 

deliver to collection maintenance section 
place new materials on appropriate book trucks and deliver to 

designated locations 

49. Maintain statistical records of operations relating to the physical 
processing of materials 

Other 

50. Prepare manuals of procedures for limited cataloging, Cuttering, 
creation and maintenance of bibliographic files, and for physical 
processing of materials 

51. Prepare manuals of procedures for handling bibliographic records/files 
in branches 

52. Select/develop processing forms/input forms to be used in all 
activities supervised 

53. Work closely with collection maintenance staff and media center 
directors during inventories and/or weeding so bibliographic files may 
be updated as required 

54. Assess performance of existing equipment/systems used In cataloging and 
Investigate capabilities of other equipment/systems 

55. RecoRmend acquisition of new/additional equipnent/sy stems 

56. Train staff in operation and in-house maintenance of equipment/systems 
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ACTIVITIES 



CATALOGING 



MID LEVEL 



Ofchar fcont'd) 

57. Supervise in-house operation and maintenance of equipment/systems 

58. Gather information for maintenance contracts on equipment/systems 

59. Draft statements of work for contract proposals for services, systems, 
equipment and/or maintenance 

60. Evaluate contractors' proposals 

61. Assess quality of supplies used in physical processing of materials 

62. work with circulation and collection maintenance staff members to 
recommend changes in supplies/methods for physical processing of 
library materials when current processing is Inadequate 

63. Train and supervise entry level catalogers 

64. Train and supervise technicians, parapr of essionals , and volunteers; 
train appropriate staff in tranches to handle bibliographic records/ 
files as required 

65. Assist in the selection of new professional staff 

66. Write articles for professional journals/newsletters when appropriate 



CATALOGING SENIOR LEV& 

Cataloging 

67. Function as a technical expert in the cataloging section 

68. Determine level of cataloging (full or limited) for all materials 
received for cataloging 

69. Assign materials to each oataloger 

70. Supervise recordkeeping indicating location in section of each item to 
be cataloged 

71. Revii all cataloging performed in section and/or under contract to 
ensure consistency of interpretation of system's cataloging policies 
and standards 
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ACTIVITIES 



CATALOGING 



SENIOR LEVEL 



(frfcaloging tctnt'a) 

72. Maintain a statistical record for each cataloger indicating quantity 
and quality of cataloging produced 

73. Maintain a suimary record of revision statistics 



74. Maintain an up-to-date collection of reference works necessary to 
support cataloging and creation of authority records 

75. Prepare cataloging manuals and other aids to improve the quality of 
cataloging produced by the section or by contractors 

76. Select/develop cataloging input forms 

77. Draft cataloging procedures and policies; draft revisions as required 

78. Draft guidelines for determining level of cataloging to be given to 
various categories of materials 

79* Keep abreast of developments in network, national, and international 
standards for bibliographic description 

80. Together with the section manager, represent the media center system at 
bibliographic network/consortia meetings 

81. Keep abreast of the educational information needs of the community so 
that proper assignment of subject headings and classification numbers 
may provide users with read/ access to topics of special importance 

82* Recamvend expansion of the classification system (s) as required 

83. Recommend expansion of the standard list of subject headings, as 
required 

84* Work with serials control and inter library loan staff members to 
produce and/or update the serials holdings list 

85. Make inquiries and recommendations concerning the advertisement, 
publication, and distribution of book/foicroform catalogs, lists of new 
titles cataloged, etc. 

86. Recomnend participation in bibliographic network (s)/projects 



Other 



ERLC 



50 



30 



ACTIVITIES 



CATALOGING SENIOR LEVEL 

Ofcher focnt'd) 

87. Supervise the procedures and quality of data for input to union 
catalogs and bibliographic networks/projects 

88. Flowchart and docunent all cataloging section procedures 

89. Assist section manager in on-going systems analysis of the section 

90. Analyze cataloging section statistics and prepare rtaft statistical 
reports 

91. Train and supervise mid level staff 

92. Function as section manager in his/her absence 
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CATALOGING ENTRY LEVEL 

Wain knowledge 

*** toowledge related to literacy, numeracy, cc—nlotJ lens, etc. 

* knowledge of the primary aabject field of aeera eerved (e.g., 
literature, music, etc*) 

** knowledge of foreign languages 

T.Jhmry t Tnfonmtlon flH«™» Kh^lftdgA (Generic) 



ERIC 



** knowledge of definition, structure, and feasts of Information 
** knowledge of alternative spp ioach ss to toe ocganisstlon of Info rssl Ion 

* knowledge of alternal t ie spraxmcbsa to retrieval of lnforsstion 

* knowledge of alternative approaches to inforsetion ssnsgsssnt 

* knowledge of available and emerging inforsetion technologies and their 
applications 

* knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Fl^lftf ttbHUt IpJanstiflD «o>* angiromanfcg 

* knowledge of the expanding information community, its participants and 
their interrelationships (social, economic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge of the users of the services end p —? ^ **, their character- 
istics and informal Ion habits 

Knowledge of what work la done 

*** knowledge of the cataloging function, the range of services and 
p rod u ct s o ff ered (both actual and pa tsnttsl) 

* knowledge of the activities that ere required to offer the services and 
p sjpd j os th e products 

** knowledge of the various resources that are necessary to support the 
activities 

*** fciowlodge of cataloging tools and s o ur ce s of bibliographic lnforsstion 
*** knowledo* of cataloging aethods and tortnlmss 

* lOMwledge of performance expected and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable ccspenastlon, benefits, etc.) 
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KNOWLEDGE 



CATALOGING BfFFY LEVEL 

aadttfafi of how to do work 

*** knowledge of how to p e rfo t n the various actlvitiee 

*** knowledge of how to use the cataloging tools and sources of 

bdfal iogrsphlc infofsstion 
*** knowledge of how to apply the cataloging sathods and techniques 

* knowledge of personnel procedures 

Knowledge of the Inhibition served and Its library 
** knowledge of the goals and objectives of the Institution 



** knowledge of the structure of the institution end the role of the 

library within the Institution 
* knowledge of the various progress offered and key p er s onnel within the 
institution 

*** knowledge of the policies and procedures relevant to the library 
** knowledge of the various resources available within the library (e.g., 

personnel, oojnipsent, etc*) 
*** knowledge of the users* Inforsatlon needs and requireeanta 
*** knowledge of the collection, and of related coHertlons 



CATALOGING MID LEVEL 



** greater depths of knowledge specified above 

* knowledge of the operations of other sections in the library and how 
they relate to cataloging 

knowledge of available vendors-supplied systess, services and products 

to support cataloging 
knowledge of the contracting process, both in general and within the 
organisation 

* knowledge of evaluation sethods end techniques to evaluate systess. 
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CATALOGING 



^ greater depths of knowledge OpOCif led obowe 

* knowledge of p ublic relations tachniojttos 

knowladg* of statl**.4cal description, analysis, interpretation and 
presents ion 

*** knowledge ci the oosts associate with libnuy resource"* (saterialsc 
personnel, apace, etc.) 

* knowledge of cost analysis e nd interpreta ti on aeL jds 
** knowledge of sathodi of resource allocation 

* knowledge of standards, a e eenr es and aetfaoii for evaluating personnel 
knowledge of altecudtive awawjw^ i i l structures and their Japlioatlons 

for the op eratio n of the library 

* state-of-the-art knowledge of library research and practice 
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DDUDGE 



CATALOGING 



ENTRY LEVEL 



knowledge related to literacy, nuaeracy. 



i, etc. 



Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, susic, etc.) 
** knowledge of foreign languages 

TAhrary l information Science Knowledge (Generic) 

** knowledge of definition, structure, end foants of infoastlon 

** knowledge of alternative afpcoachas to toe organisation of Internal ion 

*** knowledge of alternative approaches to retrieval of infornat ion 
** knowledge of alternative appr> acbee to inforsatlon BBnagnent 

*** knowledge of available and surging inforsaticn technologies and their 
applications 

** knowledge of conpleted and ongoing research in the field and its 
applicability to practice 

* taoyledge of career flt y wrt in i ti o s 

** knowledge of how to learn on an ongoing basis 

BMMladjB stQUt infjBQBfcifll MBtfc wlromenta 

** knowledge of the emending infiorsntlm casaunity, its participants and 
their interrelationships (social, econoalc, technical, etc.) 

** knowle dge o f the variety of work settings and their organisational 
structures 

** knowledge of the functions parforsad within the various work settings 
and the services end products offered 

** knowledge of the usees of the services and products, their character- 
istics and intonation habits 

Knowledge of what work is dona 

** knowledge of the cataloging function, the range of services and 

^rm fJETawXvKl limM D emSEa^BU. aV IJ1M..bw vw*»*i 1 ■ 

^■■^•^BP'^BBBBaBSBBF'eBSSjBW 7 ^iVSBBSjew ^BPSBB* ^BWSBBBj BB|BaSFeflV^BBBBBBB VBWWBW'^BS^BBBBBBBBBB ^■SBPSBBBBW ^iB^BBF^BW^BBBPSB^BW^BBBBBBBBBBk^ 

* knowledge of the activities inn; sxe required to offer the services and 

p rod u ce) the pro d u ct s 

* knowledge of the various roarurcoa that are necessary to support the 

activities 

* knowledge of cataloging tool s and sources of bibliographic infonartion 

^ stDOVX^d^e^ Ob? OS£snXi0f^D£ BCtilaOdB aattfl tee)dUlflO00 

** knowledge of pazforasnce espected and how it can be sassnred 
** knowledge of job responsiblliHes and woUing cenditione (e.g., range 
of dntlea, probable conpaneatlon, benefits, etc.) 
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KKXUXZ 



CATALOGING ENTRY LEVEL 



Knowledge of how to do work 

* knowledge of hew to oee the cataloging tools and sources of 

bibliographic lnfcnctlon 

* knowledge of how to <yp1y the cataloging ■ethods end techniques 
knoeledgs of personnel prpffW^itr^ft 

Knowledge of the Institution mad if lU^ary 

M knowledge of the art salon, goals and objectives of the institution 

BBEVBd 

** knowledge of the structure of the institution and the role of the 

library within the institution 
** knasledgt of the various prograss offered and key ptrsonnol within the 

institution 

** knowledge of the policies and procedores relevant to the library 

** knowledge of the various resources available within the library (e.g., 

*** knowledge of the neera 1 Intonation needB and xeqplcenasta 
** tawwl tfl y of the 1 ^1 1 ^1 ^ and of related collections 



CATALOGING MID LEVEL 



** greater d ^Jth a of knowledge specified above 

** knowledge of the operations of otter sections In the library and bow 

they relate to cataloging 
* tamrledge of available vendor-applied aystaae, services and products 

to export cataloging 
** knowledge of the contacting process, both in general and within the 

OLgnniaation 

** knowledge of evaluation ■athode and toctolqpas to eveYuate systess, 
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CATALOGING 



SBHOR LEVEL 



** greater depths of knowledge specif led above 
** knowledge of pu bl ic relations tnrtwIqimH 

** knowledge of etatieticel description, analysis, interpretation and 

** knowled^ of^Se coats associated with library resources (saterials, 

personnel, space, etc*) 
** knowledge of cost analysis and interpretation netbods 
** knowledge of ssthodi of sesoorce allocation 

** knowledge of standards, ssaanrea and netted* for esalnating personnel 
*** knowledge of alternative sanagasH strnctnres and their isplications 

for the operation of the library 
*** state-of-the-art knowledge of lit ary r e s e arch and practice 
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SKILLS 



CATALOGING EMTfCf LEVEL 



Basic AH Tin 

*** literacy, numeracy, cognitive, analytical, oossbbIcsJ lossy etc. 

ftlllfi fidfltfld Activities 
Ability tot 

*** perform each activity 

* establish rapport wiHi users and collaagnaa 

*** cosaunioete well fay written, verbal and non-verfaal Beans 

* conduct an interview 

* conduct meetings with Individuals and groups 
** collact, analyse and interpret data 

** ante dari alone and wooaaendat lona based on available lnforaaticn 

* jupsrvise staff 

** work independently and In groups 

develop criteria for evaluation 

Ability to: 

*** aake effective, tiaely, and weU-inforaed decisions 
** isolate and define probleas and develop the necessary criteria and 

action for their solution 
*** eanage tiae effectively 



CATALOGING HID LEVEL 

Skilla Related to Bach Spaclflc Activity 

*** Skills listed above are developed to a greater extent 

Ability tot 



perceive the needs of the organisation and not just the library 
anticipate loug-range needs of library 
dasign aysteas and reoosduiss to iaprove library operations 

* arbitrate and negotiate 
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amis 



CATALOGING SENIOR LEVEL 

*** Skills listed above axe developed to a greater extent 

Ability tot 



* apply set node of seasarseeat and evaluation 
budget and sake projections 
optLdse the use of library 
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skills 



CATALOGING ENTRY LEVEL 

Basic Skills 

*** literacy, nuaeracy, cognitive, analytical, coaaunications, etc. 

Skills Related to Specific Activities 
Ability to: 

* p et f o m fpjdb activity 

* establish rapport with users and colleagnes 

* QOMonicsti well by written, verbal and non-verbal aeons 

* conduct an interview 

* conduct —stings with indtvidnals and groups 
** collect, analyse and interpret data 

* nuke decisionB and reooaawndal tons baaed on available infornatlon 

* supervise staff 

^ work indapandantly and in ojcoups 
** develop criteria for evaluation 

Ability to: 

* sake effective, tinely, and well-inf oraed decisionB 

* isolate and define probleas and develop the necessary criteria and 

action for their solution 

* sanage tine effectively 



CATALOGING MID LEVEL 



Skills Related to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 
*** anticipate long-range needs of library 
*** design systess and procedures to isprove library operations 

** arbitrate and negotiate 
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sous 



CATALOGING SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability to: 



*** apply aethodB of unnnrraml and evaluation 
** buJget and aeke projections 
*** optaiae the use of library resources 
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JKRIIUUS 



CATALOGING 



9 

ERIC 



Dispositional Attitudes 

nttltHfl»* TcuAra InatitutiQiifi 

* Respect for profession 
*** Respect for the library 

for the parent organization 



Attitudes Ttaward Other People 
Toward Oserfl 



* Like people in general 
** Lite children 

*** Lite to help people 

* Like to meet people 

* Like to make others feel comfortable 
** Sensitive to others' 



Ttanard Ofchere in the Workplace 



* Like to work with others/as a 

* Lite to work on own 

* Willingness t~ draw upon and share knowledge and experience with 



* Supportive of co-workers 

* Ebjoy managing/supervising others 



«** Ale 

* Assertiveness 



* Cheerfulness 

ty 

* Diplomacy 

* RaotlonaJ stability 
* 



* nexlbility/Vtesatility 

* Imagination 

* Ihqplsitiveneas 

* Leadership ability 
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MHENDB8 



CATALOGING 



mffflHl fluelities fcont'd) 



* Need for achievement 

* Objectivity 

* " 



* Optimise/Positive attitude 



* 

* Physical endurance 



* 

* Sense of humor 

* Sense of ethics 

* Tolerance 



Attitudes B elated to JcbAfork/Organization 
Individual should demonstrate: 

*** Willingness to take/accept responsibility 

* Willingness to take initiative 

** Willingness to respond to authority, apply and follow policy 
** Desire to learn/try 

* Willingness to fail 

** Willingness to ask questions 
** Desire to work to best of ability 
** Ineponsivsnasi to tine constraints 
** Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Desire to f ollow -through 

* Organizational identity 

* Willingness to promote library and its services 

* View of library as part of a larger information snvircn m s nl 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice shor t - ta re gains for long-tere goals 
Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

** Desire to grow professionally 

* Desire to i amain current in specific and general subject field 
** Positive attitude toward job 
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jmnuB 



CATALOGING 



Dispositional Attitudes 

Attitudes Toward Infititutiona 

* Reo p ccL for profession 

* Respect foe the library 

** —pact for the parent organization 

Attitudes Toward Other People 
Toward Dsers 

* amapact users 

* like people in general 

* Like children 

* Like to help people 

* Like to Beet people 

* Like to sake others feel comfortable 

* Sensitive to others 1 needs 

Toward Others In the Workplace 

* Respect co-workers 

* Like to work with others/as a teas 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

others 

* Supportive of oo wor k ers 

* an joy Bsnaglna/supervising others 



Perianal Qualities 

* 
* 
* 
* 
* 

* Dependability 

* Detenination/tanr^ity 

* Diplomacy 

* amotion*! stability 

* Fairness 

* nexiMUty/Versatllity 

* lamghmmiio n 

* Ingjnisitivenese 

* Leadership attlity 
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MTITCCBS 



CATALOGING 



Personal Qualities fcont'd) 

* Neatness 

* Need for acfaievcaaiL 

* Objectivity 

* Open-aiitdednesfc 

* OptiaisaAositive attitude 

* Organisation 

* Patience 

* Pbyaical endurance 

* Resourceful 

* Sens! t ive/ftougttf ul 

* Sense of busor 

* Sense of ethics 

* Tolerance 

Attitudes Related to Job/Work/Organization 
Individual should demonstrate: 

* willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to leam/try 

* Willingness to fail 

* Willingness to ask questions 

* Desire to work to best of ability 

* Responsiveness to tiae constraints 

* Accuracy 

* Willingness to get bands dirty 

* Desire to follow-through 

* Service orientation 

* Organisational identity 

* Willingness to prosobe library and it. services 

* View of library as part of a larger intonation environaent 
c View of librae as an organization 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to remain current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



CIRCULATION AND READER SERVICES ENTRY LEVEL 



1. Supervise daily operation of the circulation desk: 

receive requests for materials 
fulfill requests for materials 
issue, renew, receive materials 

examine returned materials for damage, proper markings, etc. 
discharge materials 

maintain circulation files for regular and long term loan periods 

reserve books for individual users 

follow-up cverdues 

collect overdue fines 

collect finds for lost materials 

maintain record of funds collected and charges assessed 

register users 

maintain registration file 

provide users with information on circulation policies and pro- 
cedures 

place returned materials on appropriate book trucks 

forward damaged materials to the collection maintenance section 

maintain record of circulation and user statistics 

maintain temporary files of requests for materials owned but not 

f^und in the collection 
maintain temporary files of requests for materials not owned by 

the library 

2. Attempt to locate requested materials that technicians/users report as 
"not found on shelf" 

3. Refer users to interlibrary loan staff or to public library to obtain 
materials that are needed 

4. Perform circulation procedures when necessary 

5. Supervise and schedule shelving/storage of circulated materials in the 
collections 

6. Reacl/review new materials and prepare short synopses, as required 

7. Compile rA » ding/viewing lists on specific subjects and/or for special 
groups ■ ,sers 

8. Reoonmend acquisition of new materials for the collections 

9. Assist users in selecting materials 

10. Assist users in locating materials in the catalog and in the collec- 
tion (s) 



ERIC ^ 



ACTIVITIES 



CIRCULATION AND READER SERVICES ENTRY LEVEL 

11. Monitor use of valuable materials 

12. Assist users in the operation of A-V and other equipment (micro- 
computers for computer-aided instruction, vicbo cameras, <*tc.) 

13. Schedule facilities for users to preview/view films and other A-V 
software 

14. Supervise the distribution of new accessions lists 

15. Set up and maintain display of new books in the reading room 

16. Supervise shelving of the current journal issues in the reading room 

17. Supervise orderly maintenance of the reading room (clearing tables, 
re-shelving newspapers, etc.) 

18. Schedule use of meeting rooms, study rooms, typing rooms, etc. 

19. Handle user complaints; refer to Mgher level staff if appropriate 

20. Keep informed of current copyrigi.c legislation and its impact on media 
centers and users 

21. Conduct media center business by ^hone, when appropriate 

22. write memos and letters, as required 

23. Prepare manuals of procedures 

24. Make recommendations to the media center director for improvement in 
operations of the activity and for improvement in services to users 

25. Attend and participate in staff meetings 

26. Provide an overview of the operations of the media center to visitors, 
a« requested 

27. Trail and supervise technicians, paraprofessional staff, student 
helpers and adult volunteers 

28. Work to develop "esprit de corps" among staff supervised 

29. Assist media center director in writing jc l descriptions for self and 
for staff supervised 
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ACTIVITIES 



CIRCULATION AND READER SERVICES WTBH LEVEL 



30. Assist media center director in developing performance standards for 
aelf and for staff supervised 

31. Assist media center director in the review and performance evaluation 
of staff supervised 

32. Keep abreast of developments in the information field, library/media 
center practice, or legislation that affect circulation and use of 
library materials 

33. Attend professional meetings and prepare reports for dissemination to 
staff 

34. Develop professional contacts both within and outside the media center 



CIRCULATION AND READER SERVICES HID LEVEL 



35. Supervise the daily circulation of reserve materials 

36. Receive and supervise processing of faculty requests for placing 
materials on reserve 

37. Notify central acquisitions when multiple copies of reserve materials 
are needed 

38. Review requests for "not found 11 and "hot owned 11 materials and forward 
requests for selected iters to the central acquisitions section 

39. Notify acquisitions section of materials which have bee ost by users 
and require replacement 

40. Ehsure proper posting of copyright legislation notice on all copying 
machines 

41. Plan and conduct orientation and education sessions for groups of users 
(e.g., term paper workshop; film production techniques; microcomputer 
training, etc.) 

42. Plan and conduct other group activities for users (media club meetings 
film showings, book review groups, in-service training for teachers and 
administrators, workshops, etc.) 

43. Devise tools and displays which will ease access to collections and 
motivate use 
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ACTIVITIES 



QRCDLATION AND READER SERVICES MED LEVEL 



44. Cooperate with faculty and student groups to plan displays, prepare spe- 
cial reading lists, develop print and non-print materials to support 
the curriculun, etc. 

45. Make preliminary selection of forms anchor develop draft record formats 
for all circulation files and operations 

46. Work with interlibrary loan staff and collection maintenance staff to 
develop procedures and resolve problems related to use of the 
circulation files/system for interlibrary loan purposes, for control of 
materials sent to the bindery, and for use in identifying materials for 
possible weeding 

47. Work with the collection maintenance staff to develop procedures and 
resolve problems related to the daily operation and maintenance of the 
center's security system by circulation staff 

48. Work with collection maintenance and cataloging staff members to recom- 
mend changes sillies/methods for physical processing of media 
center materials when current processing is inadequate 

49. Assess performance of existing equipnent/systens used in circulaticn 
and investigate capabilities of other equipnent/systems 

50. Reconroend acquisition of new/additional equipnent/systems 

51. Train staff and student helpers/volunteers in operation and in-house 
maintenance of equipment/systems 

52. Supervise in-house operation and maintenance of equipnent/systems (in- 
cluding AV hardware) 

53. Gather information for maintenance contracts on equipnent/systems 

54. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

55. Evaluate contractors' proposals 

56. Train and supervise entry level staff 

57. Assist in the selection of new professional staff 

58. Write articles for professional journals/newsletters when appropriate 
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ACTIVITIES 
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ERIC 



CIRCULATION AND READER SERVICES SENIOR LEVEL 

59. Function as a technical expert in all activities related to circulation 
and reader services 

60. Draft procedures to expedite return of circulated materials to the col- 
lections 

61. Develop draft standards for providing service to faculty, students, and 
student groups 

62. Develop and conduct surveys to identify characteristics of the user 
population 

63. Analyze library/media resources Jr. the area (including public library 
programs) , user needs and activities, and changes occurring in the user 
population which will Influence library service neecs and selection of 
library materials 

64. Review cataloging records for materials which are missing following 
inventory; select items which should be replaced. Confer with refer- 
ence staff, as required 

65. Review items in the collections which have not circulat - within a 
specified time period; select items which should be weeded 

66. Work with selection, reference, and collection maintenance staff to 
identify materials which should be retained in microform for preserva- 
tion 

67. Work with selection, reference, and collection maintenance staff to 
identify valuable materials in the collection which require special 
treatment 

68. Make inquiries and recommendations concerning the advertisement, publi- 
cation, and distribution of print and non-print materials prepared by 
section staff 

69. Draft circulation procedures and policies; draft revisions as required 

70. Flowchart and document circulation procedures 

71. Assist media center dire-tor in on-going systems analysis of the 
section 

72. Analyze circulation statistics and prepare draft statistical reports 

73. Analyze financial data and prepare draft financial reports 

74. Supervise mid level staff 

75. Function as media center director in his/her absence 
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POUfflGB 



dROOUTION AND READER SERVICES 



ENTRY LEVEL 



Basic taadadBB 



*** knowledge related to literacy, nweracy, 




Subject knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Library j InformaHm Science Knowledge (Generic) 

knowledge of definition, structure, and formats of information 

* knowledge of alternative approaches to tb» organisation of information 

* knowledge of alternative stprnochas to retrieval of information 

* knowledge of alternative ag coacha s to information m anage m w) 

** knowledge of available and emerging information technologies and their 
applications 

* knowledge of completed and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Baidtdai afrflrt Infft 1 ™* -1 ™ 

* knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc.) 
** knowledge of the variety of work settings and their organizational 
structures 

** knowledge of the functions performed within the various work settings 
and the services and products offered 

* knowledge oc <*• users of the services and products, their character- 

istics and infaimal too habits 

Knowledge of what work 1b done 

** knowledge of the circulation function, the range of services and 

* kno wledge of the activities that are required to offer the services and 

produce the products 
** knowledge of the various re so ur ce s that are necessary to support the 
activitlss 

* knowledge of circulation systems 

* knowledge of circulation snthods and techniques 

* knowledge of marketing techniques and public relations 
Knowledge of perfbaanee a apsc to d and how It can be measured 
knowledge of job responsibilities and working conditions (e.g., range 

of duties, ratable cospaneation, benefits, etc.) 
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circulation and reader services entry level 



Knowledge of how to (to writ 

*** knowledge of how to perfom the various Activities 
*** knowledge of how to nee the circulation systess 
** knowledge of bow to apply the circulation aetbodB and taohniqnee 

knowledge of personnel procedures 

Knowledge off the Institution agreed and Ita library 

* knowledge of the sisal on, goals and objectives of the institution 

served 

** knowledge of the structure of the institution and the role of the 
library within the Institution 

* knowledge of the various ih i hj iismi offered and key personnel within the 

institution 

*** knowledge of the policies and p roce dures relevant to the library 

*** knowledge of the various resources available within the library (e.g., 

personnel, eojnlpnent, etc*) 
*** knowledge of tbz users' information needs and raoniraasnts 
*** knowledge of the collection, and of related collections 



CIRCULATION AND READER SERVICES MID LEVEL 



* greater depths of knowledge specified above 

* knowledge of the operations of other sort imp in the library and how 

they relate to circulation and user services 

* knowledge of available vender-supplied systess, services and products 

to support circulation and user services 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation satfaods and techniques to evaluate systess, 

services and products 
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CIRCULATION AND READER SERVICES SENIOR LEVEL 



^ gr eat er d epth s of knowledge a pacJ f led above 

* knowledge of statistical description, analysis, interpretation and 

DCSeantBt/ JGt 

* knowledge of the ooets esMOclated with library re sou rces (■aterials# 

** knowledge of cost analysis and I nt erpretation aathods 

* knowledge of nathode of lasouica allocation 

* knowledge of standards, — raa and nethorta for evaluating pera c oi e] 

* knowledge of alternativ e nanagaasnt st ru c tu res and their iapUoatlcns 

for the op er at i o n of the library 

* state-of-the-art knowledge of library research and practice 
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knowledge 



LATION and reader services 



ENTRY LEVEL 



*** knowledge related to literacy, nuneracy, coaaBailcatlonn, etc. 

Subject kncwl<>dge 

* knowledge of the primary subject field of :ie*t's served (e.g., 

literature, anslc? etc.) 
** knowledge of focel^ languages 



** knowledge of definition, etructure, and forests of iaforaatlon 

** kn o wle d ge of alternative approaches to the orgenlmHm of inforeation 

*** knowledge of alternative approaches to ret r jewel of i* nation 
** knowledge of al tern a t ive approaches to inforeation ssnegseant 

**- knowledge of available and aaanjlnij Information toctoologlee and their 
applications 

knowledge off coapletod and ongoing research in the field and its 
ap pl i oa billjty to prac tice 

* knowledge of career opportunities 

** knowledge of how to lea. , a' an ongoing basis 

Knowledge about information wi rk environments 

** knowledge of the eapanding inforaatian oomacnity, its participants and 
thfcir i^«rrelationahips (social, economic, technical, etc.) 

** knowledge of the variety of work at* tings and ch&ir organisational 
structures 

** k n o wl edge of the fnnctiona performs » Ithin the variooa wot. » eattir js 
and the servicen and products o£Cued 

*** knowledge of the users of the services and pxoCocts, their character- 
istics and infbraation habita 

Knowledge of what work ie done 

** knowledge of the circular* on function, the range of services and 

pCOdeJCta OeCa ffW PSdl (bOtt^ emCtUttl Sid p Ota rtt ij aX) 

* knowledge ci the activities that are required to offer the services and 

jpcodooa the pcodbcts 
** knovltdgt of tte mrlou* taworoa* that an mommay to Alport the 
activities 

* taradadga oC cl ropViticn e^yatMa 

* knott ladgt oC circulation Mthodej and rfinlijma 

** knoiflodgt of aatfeating feadiaJqpM Mid p o t fl ic jpalatlona 

too* ladga of parfoatstto* Qgat c b id id hoy it fu n te MBiwd 
** looiflHtr ol 1ob tmpotmuMm and nocking oonditlona (e.g., targe 
cl Titi** p txb ti bM oonpKaWticii, banafits* ate,) 
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BPWfflGE 



CIRCULATION AND READER SERVICES ENTRY LEVEL 



KhowleJpe of »iow to do work 

* knowledge of bow to perfooa the various activities 

* knowledge of bos to use the drculatlon systeas 

* knowledge of how to apply the circulation s e th od p and techniques 
** knowledge of personnel pcocedores 

Knowledge of the institution served and ifca Hhrary 

** kaow'edg- of the ndsaion, goals and objectives of the institution 
served 

** knowledge of the structure ft the institution and the role of the 
library within the institution 

* knowledge of the various progre s s offered and key personnel within the 

institution 

* knowledge of the policiee and p roced ur e s relevant to the library 

* knowledge of the various resources available within the library (e.g., 

perfOflnelf oguipnent, etc.) 
** knowledge of the users' infonsstion needs and regjuirasants 
* lux idge of the collection, and of related collections 



CIRCULATION AND READER SERVICES MID LEVEL 



** greater dep th s of knowledge specified above 

* knowledge of the operations of other sections in the library and bow 

they relate to circulation and user services 
** knowledge of available vendor-supplied systeas, ' xvices and products 

** knowledge of the contracting pcocess, both in general and within the 
institution 

*** knowledge of evaluation ■stfaodi and techniques to evaluate systeas, 
services and products 
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KNOfcHKE 



CIBCDLftnON JWD READER SERVICES SECTOR LEVEL 



** gioaLer d e pths of knowledge specified above 

** knowledge of statistical description, analysis, interpretation and 
presentation 

* knowledge cf the costs associated with library resources Materials, 

personnel, space, ecc»j 
** knowledge of cost analysis and interpretation ssthorai 

* knowledge of s> nods of resource allocation 

* knowledge of standards, nsasnres and sethodB for evaluating personnel 
** knowledge of alternative ■anageaent structnres and tbeix japlioetlons 

for the operation of the library 
** state-of-the-art knowledge ol libtary researcL and practice 
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SKILLS 



CIRCULATION & READER SERVICES ENTRY LEVEL 



Basic 

* literacy, nuaeracy, cognitive, analytical, coaeunicatians, etc. 

Skills Related to Specific Activities 
Ability to: 

** pe rfo ra sjfib activity 
** establish ta jpoc t with nnrrn and colleag ues 
** ooaannicato nail by written, verbal and non-verbal aeans 
oondnct an interview 

* cond u ct seetings with individuals and groups 
^ collect, analyse and interpret data 

** aafce oeclslcns and rocoaasncet lone based on available Intonation 

* aopervise staff 

* work independently and In groups 

* develop criteria for evalnation 

Ability to: 

** aake effective, tisely, and well-inf orsed decisions 

** Isolate and define probleas and develop the necessary criteria and 

action for their solution 
*** aanage Use effectively 



CIRCULATION & READER SERVICES MID LEVEL 

Skills Related to Each Specific Activity 
* * Skills listed above are developed to a greater extent 
Ability to: 

** perceive the needs of the cossunity and not just the library 
** anticipate long-range needs of library 

design systeas and procedures to isprove library op e ra t ions 

arbitrate and negotiate 
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cncuiAnoN & readfr services 



SENIOR LEVEL 



gfc liia listed above axe developed to a greater extent 

Ability tot 

* apply sethodB of seasnrenent and evaluation 
*** budget and sake projections 
*** optlsise the use of library re so ur ce s 
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skills 



CIRCULATION & READER SERVICES ENTRY LEVEL 

Skills Related to Specific Activities 
Ability to: 

* perform each, activity 

** aatabliah rapport with users an." colleagues 

** eg— licati well Sy written, verbal and non-verbal Beans 

* contact an interview 

* conduct ■actings with individuals and groups 
** collect, analyze and interpret data 

** sake dart si one and lacgaaandat Ions based on available lnforaatiui 

* supervise staff 

* work Independently and in groups 
** develcp criteria for evaluation 

Ability to: 

** sake effective, tiaely, and well-inforsed decisions 
** isolate and define problens and develop the necessary criteria and 
action for their solution 
tine effectively 



CIRCULATION & READER SERVICES MID LEVEL 

Skills Related to Each Specific Activity 
** Skills listed above are developed to a greater extent 

Ability to: 

** percetoe the needs of the a unity and not just the library 
** anticipate long-range needs of library 
** design gystene and procedures to inprove library operations 
** arbitrate mat negotiate 

CIRCULATION t READER SERVICES SENIOR LEVEL 



Ability to: 

*** apply nethocB of sjmsuraamt and evaluation 

*** budget and sake pcojections 

*** nprmias the use of library resources 
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KRTODBS 



dBCOUTION AMD READER SERVICES 



Dispositional Attitudes 

nU1t.».flg» Toward Institutions 

* Bsspoct for profession 
*** B s spect for the library 
*** Respect for the parent organization 

Attitudes Toward Other People 

Toward Peers 

*** Respect aeers 

** Like people in general 
*** Lifce children 
*** like to help people 
*** Like to sect people 

** Like to sake others feel ccnf ortable 
*** Sensitive to others' needs 

Toward Others In the .torkplaoe 

*** Respect co workers 

*** Like to work with others/as a teas 

* Like to work on osn 

** HUlintpess to draw upon and share knowledge and ntprriffrsft with 
others 

** Supportive of co-workers 

* Bo joy ssnagjng/snpsrvising others 



Personal Qualities 

*** Alertness 

* Assertiveness 

** ooBpaseion^Undness 
** Oonf idsnce 

* Cheerfulness 
*** Dependability 

* Osteninstion^enacity 
*** rjdpiowecy 

** BnotlonaJ stability 
** Fairness 

*** nesibmty/veraatlllty 

* imagination 

* Inquisitiveness 

32 
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mnros 



CIRCULATION AND READER SERVICES 



Personal Qualities fcont'dl 

* Leadership ability 

* BeatneoD 

* Meed for achievement 

* Objectivity 

** Optfeusa/Eosltlve attitude 
*** Orjini Bitten 

* Fatienoe 

* Physical end ura nce 

•^a\e\ BBBOUSCGftlX 

* 8aneitivs^a»ongbl 0 *1 
** Sense of honor 

** Senee of ethics 
** Tolerance 



^iTtltllfiftff ""lated jft JffrAfork/Orqanlzaliicn 
Individual should demonstrate: 

*** Willingness to take/accept responsibility 

* willingness to take initiative 

* Willingness to r espon d to authority, apply and follow policy 

* Desire to learn/try 
** milnaness to fail 

* Willingness to ask gnesttons 

* Desire to work to beat of ability 
*•* Responsiveness to tiae oonatraints 

** Accuracy 

Willingpeas to get hands dirty 

* attention to data/" 

* Willingness to do clerical tasks 
** Desire to follow-through 

*** servioa orientation 

* organizational identity 

* v wmimjiw to proBote library and its services 

* /lew of library as part of a ltrger inforaation environment 

* View of library as an organisation 

* Ability to ote broad picture 

* Ability to sacrifice short-tarn gains for long-tern goals 

* Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to lasnln current ir. specific and general subject field 
** Positive attitude toward job 
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MUSUBS 



CIRCULATION AND READER SERVICES 



Dispositional Attitudes 

Attitudes Toward Institutions 

* IHpffrrt for profession 

* Respect for the library 

** Respect for the parent organization 

Attitudes Toward Other People 
Toward Users 

* Respect users 

* Like people in general 

* Like children 

* Like to help people 

* Like to met people 

* Like to sake others feel cob£ brtable 
** Sensitive to others' needs 

Toward Others in the Workplace 

* Respect co-workers 

** Like to work with others/as a team 

** Willingness to draw upon and share knowledge and experience with 
others 

* Enjoy aanagiiio/supervising others 

Personal Qualities 

* Alertness 

* Assertiveness 

* QBpassion/Kindness 

* Confidence 

* Cheerfulness 

* Dependability 

* Deteniinatla\ftenacity 

* Diploaacy 

* Bsoticnal stability 

* Fairne ss 

* nexibUity/tesatility 

* imagination 

* Inquisitlvaness 
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ARTXODES 



CIRCULATION AND READER SERVICES 



Pwrmnal QualltifiB (ggfcld) 

** Leadership a bility 

* Need for acfaiev *Sk3iL 

* Objectivity 

* OptiBdsa/Positive attitude 

* Resourceful 

* Sensitive^Biougntful 

* Sense of humor 

* Sense of ethics 

Attitudes Related to Job/Work/Organlzaticn 

Individual should demonstrate: 

** Willingness to take/accept responsibility 
** Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 
** Desire to learn/try 

* WllUnaneeo to fail 

* Will to gno ss to ask questions 

* Desire to work to bast of ability 

* Responsiveness to tine constraints 

* Accuracy 

» willingness to get hands dirty 

* Attention to detail 

* willingness to do clerical tasks 

* Desire to rolLov-tnrough 

* Service orientation 

* Organisational identity 

** Willingness to promote library and its services 

** View of library as part of a larger inferential environment 

* View of library as an organisation 
** Ability to see broad picture 

** Ability to sacrifice short-ten gains for long-term goals 

* Political sense 

* Curiosity 

* Wurijty of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to remain current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



CDLLECTION MAINTENANCE ENTRY LEVEL 



Storage Maintenance 

1. Supervise orderly maintenance of shelves and storage areas 

place bookends where needed 

place unbound serial issues in boxes/holders 

perform minor shifting of sections of the collection, as needed 

replace shelf labels and location guides as needed 

2. Schedule and supervise shelf reading 

re-shelve materials found in the wrong location 
identify items in poor condition 

3. Supervise data collection to support planning for shifting the collec- 
tion 

measure present collection by categories 
measure shelving/storage equipment capacity 

A. Supervise preparation of shelves and other storage equipment prior to 
shifting the collection 

adjust height of shelves 

prepare shelf lables and stack quides 

Preservation of Materials 

5. Receive materials for repair, cleaning, binding or replacement as 
identified by circulation staff 

6. Receive materials from cataloging which require repair, reinforcement, 
special containers or binding 

7. Supervise in-house treatment of materials 

repair pages 
clean pages 
reinforce bindings 

laminate book jackets and paperbacks 

prepare containers for periodicals, AV materials, pamphlets 
make covers 

clean and repair AV materials 

8. Supervise procedures to obtain photocopies of missing pages and have 
them bound Into the proper items 
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ACTIVITIES 



(ELLECTION MAINTENANCE ENTRY LEVEL 



Binding 

9. Supervise preparation of materials for binding 

prepare binding specifications for monographs selected for binding 
arrange serial issues in order and tie binding units together 
identify incomplete volumes and notify central serials control 

section of gaps; send for binding when vol one is complete 
prepare binding specifications for each serial title, if not on 

file with binder 
prepare materials for shipment/pick-up 
update binding records with shipment/pick-up 
update circulation records for materials sent to bindery 
receive materials from binder 
inspect materials for conformity to requirements 
check shipment against binder's packing slip/invoice 
update binding records with date of return 
update circulation records for materials returned from bindery 
forward invoice to proper office for payment 
maintain file of invoices and other docunents related to binding 
maintain a sta. istical record of binding operations 

Inventory and Weeding 

10 • Supervise inventory-taking 

assign portions of the shelflist to each technician 
identify materials which are missing 

identify materials which lack shelflist cards/catalog records 
identify materials for which the descriptive cataloging does not 

match the piece in hand 
identify materials which are labeled incorrectly 
forward shelflist records for missing items to reader services for 

review 

forward records for missing items selected for replacement to the 

acquisitions section for ordering 
forward materials to cataloging section which require record crea- 

t ion/co r r ect ion/deletion and/or labeling correction 

11. Supervise identification of items for possible weeding 

flag library materials that have not circulated during a specified 
time period 

notify reader services that selection action is needed 
remove materials that have beer, selected for weeding and forward 
to cataloging section for file ipdatc* 

12. Maintain a statistical record of inventory-delated operations and weed- 
ing operatiuis 
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ACTIVITIES 



OXLBCTION MAINTENANCE ENHOf LEVEL 

Other 

13. Handle problems related to collection maintenance operations; refer 
problems to higher level staff, as appropriate 

14. Conduct library business by phone, when appropriate 

15. Write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make recommendations to the activity manager for improvement in opera- 
tions of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations to visitors, as requested 

20. Supervise technicians, paraprofessional staff, student workers, and 
adult volunteers 

21. Work to develop "esprit de corps' 1 among staff supervised 

22. Assist activity manager in writing job descriptions for self and for 
staff supervised 

23. Assist activity manager in developing performance standards for self 
and for staff supervised 

24. Assist activity manager in the review and performance evaluation of 
staff supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreast of developments in the information field and library/media 
center practice that affect binding, and storage and preservation of 
media center materials 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

28. Develop professional contacts both within and outside the media center 
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ACTIVITIES 



aXLECTLOti MAINTENANCE MID LEVEL 



Storage Maintenance 

29. Work with senior staff to develop procedures for shifting the collec- 
tion (s) 

30. Supervise the shifting of the collection (s) 
Preservation of Materials 

31. Supervise the proper storage and handling of all types of library 
materials 

32. Supervise the preservation treatment of older materials 

33. Identify serials and other materials available on commercially-produced 
microforms which should be acquired for preservation purposes; request 
order action by the acquisitions section for selected titles 

34. Supervise the microfilming of selected materials for preservation, if 
required 

35. Determine proper treatment of damaged materials 

36. Notify acquisitions section of material which needs replacement 

37. Gather information on contract repair and preservation treatment of 
materials 

38. Investigate the capabilities of various library security systems and 
make a recommendation for purchase 

39. Train section staff and circulation staff in the operation and main- 
tenance of the library's security system 

40. Work with circulation staff to develop procedures and resolve problems 
relate* to their daily operation and maintenance of the library's 
security system 

41. Examine library regularly for sources of moisture, fire, vandalism or 
unauthorized entry 
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ACTIVITIES 



QDLLBCTION MAINTENANCE MID LEVEL 



Binding 

42. Gather infonnation on various binding agents: reputation, price, types 
of binding available, and average length of time materials are inac- 
cessible 

43. Prepare draft binding specifications 

44. Work with serials records staff to develop procedures for creation of 
binding records as part of the serial record 

45. Prepare draft procedures for in-house binding preparation 

46. Work with the proper fiscal office anchor contract office to develop 
procedures for processing binding invoices 

47. Work with the circulation section staff to develop procedures for use 
of the circulation systen to control materials sent to the bindery, to 
identify heavily used materials, and to identify all materials which 
circulated during a specified time period 

Inventory and Weeding 

46. Work with reader services, acquisitions and cataloging section staff 
members to develop procedures to coordinate the replacement of missing 
materials following inventory and the update of cataloging records fol- 
lowing inventory or weeding 

49. Work with reader services and circulation staff members to draft pro- 
cedures for identifying materials which should be reviewed for pos' #v v.e 
weeding 

Other 

50. Make preliminary selection of forms anchor develop draft record formats 
for all collection maintenance files and operations 

51. Assess performance of existing eguipnent/systeme/stpplies used in col- 
lection maintenance and investigate capabilities of other equipment/ 
syst ens/supplies 

52. Beconmend acquisition of new/additional equipnent/sy stefoVsuppl ies 

53. Train staff and helpers/volunteers in operation and in-house 
maintenance of equiptnent/systems 
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aXLBCTCON MAINTEHANCE 



ACTIVITIES 



MID LEVEL 



Other fcont'd) 

54. Supervise in-house operation and maintenance of equipnent/sy stems 

55. Gather information for maintenance contracts on equipment/systems 

56. Draft statements of work for contact proposals for services, systems, 
equipment anchor maintenance 

57. Evaluate contractors' proposals 

58. Train and supervise entry level staff 

59. Assist in the selection of new professional staff 

60. Write articles for professional journals/newsletters when appropriate 
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COLLECTION MAINTENANCE SENIOR LEVEL 



Storage Maintenance 

61. Work with the circulation section to identify the most heavily used 
portions of the collections and to select the type and placement of 
storage equipment and location guides which would enable users to more 
easily access library materials 

62. Work with selection staff to identify areas of anticipated large growth 
in the collections and to establish the average growth rate for all 
areas of the collections 

63. Draft a shelving plan to provide adequate space for growth of the col- 
lections 

Preserva tion 

64. Identify optimum physical conditions for storing various types of media 

65. Reccmnend improvements which could be made in current conditions to 
improve preservation of media center materials 

66. Draft a plan for regular vermin control in the media center 

67. Draft an emergency plan for dealing with possible water and smoke dam- 
age to the collections 
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ACTIVITIES 



COLLECTION MAINTENANCE 



SENIOR LEVEL 



Preservatiai (cont'd) 

68. Draft a policy statement concerning the preservation versus the re- 
placement of media center materials 

69. Draft guidelines for staff to use in selecting materials for cleaning, 
repair, reinforcement, binding, or replacement 

70. Work with selection, reader services and reference staff to identify 
materials which should be retained in microform for preservation 

71. Work with selection, reader services and reference staff to identify 
valuable materials in the collection which require special treatment 

Binding 

72. Evaluate the performance of the hinder (s) 
Inventory and Weeding 

73. Draft procedures for conducting the inventory of the collections 

74. Recommend the frequency at which inventories should be conducted 

75. Prepare a draft final report on the status of the collections following 
inventory 

Other 

76. Function as a technical expert in all matters related to collection 
maintenance operations 

77. Draft revisions to collection maintenance policies and procedures as 
required 

78. Flowchart and document collection maintenance 

79. Assist section manager in on-going systems analysis of the section 

80. Analyze collection maintenance statistics and prepare draft statistical 
reports 

81. Analyze financial data and prepare draft financial reports on expendi- 
tures for collection maintenance 

82. Train and supervise mid level staff 

83. Function as section manager in his/her absence 
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(DLLBCTIGN MAINTENANCE ENTFY LEVEL 



waalr knowledge 

*** knowledge related to literacy, nuaeracy, ooaaualoations, etc. 

Subject knowledge 

** knowledge of the primary subject field of users served (e.g., 
literature, ausic, etc.) 

*** knowledge of foreign languages 

THhrary & Tnfnnnaf jgn Science Knowledge (Generic) 

** knowledge of definition, structure, and forests of information 

* knowledge of alternative approaches to the organisation of information 

* knowledge of alternative appcoaohas to retrieval of informs tion 

* knowledge of alternative a pproache s to inf Ormaticn management 

* knowledge of available and emerging information technologies and their 

applications 

** knowledge of completed and ongoing research in the field and its 
applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge about Infnnnation work anvirormantB 

* knowledge of the expanding information community, its participants and 

their interrelationships (social, economic, technical, etc*) 
knowledge of the variety of work settings and their organizational 
structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of the users of the services and products, their character- 

istics and i nforma tion habits 

Knowledge of what work is done 

*** knowledge of the collection aaintenance function, the range of services 
and products offered (both actual and potential) 

•** knowledge of the activities that are required to offer the services and 

pcoflno^ thaw* pcodocts 
** knowledge of the various resources that are necessary to support the 
activities 

*** knowledge of collection maintenance tools and sources of inf onation 
*** knowledge of collection aalnbanance methods and techni ttimi 
** knowledge of perfotmanoe expected and how it can be a s asure d 

* knowledge of job responsibilities and working co n di t io n s (e.g., range 

of duties, probable co m p e nsat ion, benefits, etc.) 
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CDTJ.FTTION MAINTENANCE ENTBY LEVEL 



Knowledge of how to do work 

knowledge of bow to perform the various activities 
knowledge of bow to use the collection maintenance tools and sources 
knowledge of bow to apply the collection amintenance Methods and 



* knowledge of personnel procedures 

Knowledge of the Institution served and its library 

* knowledge of the mission, goals and objectives of the institution 



* knowledge of the structure of the institution and the role of the 

library within the Institution 

* knowledge of the various programs offered and key personnel within the 

institution 

*** knowledge of the policies and procedures relevant to the library 

*** knowledge of the various resources available within the library (e.g., 

personnel, ogjuipmant, etc*) 
*** knowledge of the users' information needs and requi r eme nts 
*** knowledge of the collection, and of related collections 



COLLECTION MAINTENANCE MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and how 
they relate to oolleotion maintenance 

* knowledge of available vendor-sc^plied systems, services and products 

to support collection amintenance 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
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COLLECTION MAINTENANCE SENIOR LEVEL 



* greater depths of knowledge specified above 

* knowledge of public relations tecbnigjoes 

knowledge of statistical description, analysis, interpretation and 
pressm nl Ion 

** knowledge of the costs associated with libra*/ resources (saterials, 

knowledge of cost analysis and interpretation sethods 

* knowledge of sethods of resource allocation 

* knowledge of standards, ssssures and sethodn for evaluating personnel 

* knowledge of alternative ssnageaant structures and their iaplications 

for the operation of the library 

* state-of-the-art knowledge of library research and practice 
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COLLECTION MAINTENANCE ENTRY LEVEL 



ERIC 



Ruain knowledge 

*** knowledge related to literacy, numeracy, ccaaunications, etc. 

Subject knowledge 

** knowledge of the primary subject field of users served (e.g., 

literature, ausic, etc.) 
** knowledge of foreign langu age s 

Library fc Information Science Knowledge (Generic) 

** knowledge of definition, structure, and forests of lnforsation 
** knowledge of alternative approaches to the organisation of inf oreation 
*** knowledge of alternative a pproache s to retrieval of inforsation 
** knowledge of alternative approaches to lr/oreation aa naos a snt 
"knowledge of available and eaarging lnforsation tsc ftn ol og ies and their 



** knowledge of ccaplated and ongoing research in the field and its 

applicability to react ice 
** knowledge of career opportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge ab out information work environments 

** knowledge of espsnding lnforsation coaaunity, its pa rt icipa nt s and 

their interrelationships (social, economic, technical, etc.) 
** knowledge of the variety r* work settings and their organisational 



** knowledge of the functi' toned within the various work settings 
and the services ana _ jets o ffer ed 

** knowledge of the users of the services and products, their character- 
istics and lnforsation habits 

Knowledge of what wo"lc is done 

** knowledge of the collection saintensnce function, the range of services 

and products offered (both actual and potential) 
** knowledge of the activit ies that axe required to offer the services and 

** knowledge of the various resources that are necessary to support the 
activities 

** knowledge of collsctlon saintensnce tools and sources of inforaatlon 



ocsance sspsctsd and how it can b 

9 responsibilities and working con 

of duties, probable com p ens at ion, benefits, etc.) 
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COLLECTION MAINTENANCE ENTRT LEVEL 



Knowledge of how to do work 

** knowledge of bow to perfora the various activities 

** knowledge of how to nee the collection nmintenence tools and sources 

** knowledge of how to apply the collection aalntenence aethods and 



** knowledge of personnel procedures 

Knowledge of the Institution served and ita library 
** knowledge of the mission, goals and objectives of the institution 



** knowledge of the structure of the institution and the role of the 

library within the institution 
** knowledge of the various progress offered and key pe rs o nn el within the 

jna ttta nfct o B 

** knowledge of the policies and procedures relesmfc to the library 

** knowledge of the various resources available within the library (e.g., 

** knowledge of the users' intonation needs and requlreaants 
** knowledge of the collection, and of related collections 



COLLECTION MAINTENANCE MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and now 

they relate to collection ^■ *« ««* 
** knowledge of available vendor-supplied systems, services and products 

to S MP O tl collection aaintenance 
** knowledge of the contracting process, both in general and within the 



** knowledge of evaluation aethods and techniques to evaluate 
services and products 
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COLLECTION MAINTENANCE SENIOR LEVEL 



** greater depths of knowledge apocified above 
** knowledge of public uttations tocbniqpee 

** kmarledge of statistical description, analysis, Interpretation and 
presentation 

** knowledge of the coats assocdatsd with libcazy resoozces (saterials, 

pers o nn el, apace, etc*) 
** knowledge of cost analysis and intetpt^tation sethodB 
** knowledge of sathodi of rasotttoa allooatlon 

** knowledge of standard^ aeaaorea and setbods for eveloating personnel 
** knowledge of alternative sanaasssai structures and their indica t io n s 

foe the operation of the library 
** state-of-the-art knowledge of libcary research and practice 



112 



76 



OOMPETBOES VMJEfffH} AS 
ESSENTIAL VB606 DESIRABLE 




U3 



COLLECTION MAINTEhnwCE 



ENTRY LEVEL 



Basic Skills 

*** literacy, maeracy, cognitive, analytical, coaaonical tons, etc. 

Skills Related to Specific Activities 
Ability to: 

*** perfora tDdl activity 

* establish rapport with users and onlleagnes 

** i ■— uli ■■! ii well by written, verbal and non-verbal aaans 

conduct an interview 

conduct meetings with individuals and groups 

* collect, analyse and interpret data 

** sake trr**f'V" and rscoaasndal Ions based on available inforestion 

* supervise staff 

* work ind e p en d e n tly and in groups 

* develop criteria for evaluation 

Ability to: 

*** sake effective, tlaely, and weU-infonaed oeclaions 

* isolate and define probleas and develop tbs necessary criteria and 

action for their so lu tion 
*** aanage tine effectively 



COLLECTION ) AL/TENANCE MID LEVEL 



Skills Related to Each Specific Activity 

*** skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 
•** ant ici pate long-mge needs of library 
*** design eysteas and procedures to iaprove library operations 



SKUAS 



CDLLBCTION MAINTENMO SENIOR LEVEE. 

*** Skills listed above are developed to a greater extent 

Ability to: 



** apply aethodB of neasursnent and 
*** budget and sake projections 
" optadse the ose of library resoarces 
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COLLECTION MAINTENANCE ENTRY LEVEL 

Basic Skills 

*** literacy, nuaeracy, cognitive, analytical, conical tcnsj etc. 
Skills Related to Specific Activities 
Ability to: 

** pert on satin activity 
** establish rapport wit.* users and colleagues 
** conaunlosl t wall by written, verbal and non-verbal 



** conduct ■actings with individuals and groups 
** collect, analyse and Interpret data 

** aake decisions and fiwlil Imii based on available information 



** work independently and in groups 
** develop criteria for evaluation 

Ability to: 

** wake effective, tinely, and well-inforaed decisions 
** isolate and define problems and develop the necessary criteria and 
action for their solution 
tiae effectively 



COLLECTION MAINTENANCE HID LEVEL 

Skills Related to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
** design systeas and procedures to iaprove library operations 
** arbitrate and negotiate 
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SKILLS 



001 LECTION MAINTENANCE SENIOR LEVEL 

*** Skills listed above are developed to a greater extent 

Ability to: 



*■* apply netbodB of ■aanwent and evaluation 

** budget and sake projections 

** optimize the use of library resources 
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OOIiBCTION MAINTENANCE 



Dispositional Attitudes 

Attitudes Toward Inatltutlonfl 

* Bsspect for pr o f es sio n 
*** Respect for the library 
*** TWfwrl for the parent organization 



Attitudes Toward Other People 
Toward Users 



* Like people in general 
*** lAttm children 

*** Like to help people 

* Like to Met people 

* Like to sake others feel oomfortable 
*** Sensitive to others* 



Baaafl Others ir, the Workplace 

*** Bsepect oo w odwra 
** Like to work with others/as a 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 



** Supportive of co workers 
* Bi joy aanaglng/supervising others 



* 

** Assertiveness 
* 0cnpa88icn/kindnes8 
** Confidence 
** Cheerfulness 



* Odplcaacy 

* ■satlonal stability 

* Fairness 

*** nexibllity/versatility 

* Imagination 

* IhqiiislHranosa 

* Leadership ability 
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COLLECTION MAINTENANCE 



Personal Qualities fcont'dl 

* Neatness 

* Med for achievement 
^ Qbjectiyi^ 

• OptJUfl^oiitlve attitude 
*** Organisation 

• Patience 

** Physical endurance 
*** Resourceful 

* Sensitive/lhoughtf ul 
** Sense of humor 

** Sense of ethics 

• Tolerance 



Attitudes Related to Job/Work/Organization 
Individual should demonstrate: 

*** Willingness to take/accept responsibility 

* Willingness to take Initiative 

** Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 
*** willingness to fail 

** Willingness to ask questions 
— Desire to work to beat of ability 

** Responsiveness to tine constraints 
*** Accuracy 

* Willingness to get hands dirty 
** to detail 

* Willingness to do clerical tasks 
*** Desire to foUov-tfarongh 

** Service orientation 

* Organizational identity 

* Willingness to proaote library and its services 

* View of library as part of a larger information environment 

* Visa of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 
Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to i ess In current In specific and general subject field 
*** Positive attitude tossed job 
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OOLLBCTION MAINTENANCE 



Dispositional Attitudes 

Attitudes Toward Institutir is 

* Beopect, foe profession 

* Respect, for the library 

* Respect fW the parent organization 

Attitudes Toward Other People 
Toward users 



* 

* Like people in general 

* Like children 

* Like to help people 

* Like to aeet people 

* Like to sake others feel ocaf ortable 

* Sensitive to others* needs 

Toward Others in the Workplace 



* 

* Like to work with others/as a 

* Like to work on own 

* Willi n gn e ss to draw upon and share knowledge and experience with 



* Supportive of co-workers 

* Eta joy aanaging/supervising others 



Personal Qualities 

Alertness 



Dependability 



niploaecy 
notional stability 



neribility/Nfer«atility 
mnglnation 
Inrjulsitlveness 
Leadership ability 

* 
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COLLECTION MAINTENANCE 



Personal Qualities (cont'd! 

lesacness 

* Need foe achievewent 

* Objectivity 

* Open edadedhSBS 

* Optinio^Positive attitude 

* Organization 

* Patience 

* Physical endurance 

* Itovmrceful 

* Sensitlve/lboagjbtful 
** Sense of huaor 

** Sense of ethics 

* Tolerance 

Attitudes Related to Job/Work/Or aanizaticn 
Individual should demonstrate: 

* Willingness to take/accept responsibility 

* willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

* Willingness to ask questions 

* Desire to work to best of ability 

* Ifrnpnnofvfnrnn to tiae constraints 

* Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 

* Desire to foltarthrough 

* Service orientation 

* Organisational identity 

* Willingness to promote library and its set /ices 

* View of library as part of a larger information envirrnsent 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice ahort-tera gains for long-tern goals 

* Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

* Desire to resaln current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



INTEKJBRARY LOAN ENTRY LEVEL 



Tnterllhrary Jfrrmiruj mm 

1. Receive users' requests for obtaining material from other media centers 
in the system or from state/local agencies which specifically support 
media needs of schools; reftr users to local public library facilities, 
when appropriate 

2. Discuss time constraints, and, if applicable, cost consideration with 
users 

3. Record bibliographic and user information 

4. Verify bibliographic information 

5. Determine best source for obtaining materials 

6. Determine alternate source (s) for obtaining materials as required 

7. Supervise processing of ILB requests: 

complete loan forms, including copyright compliance notice 
collect/charge ILB processing cost, if applicable 
transmit loan requests (by phone, mail, courier, teletype, or com- 
puter network) 
re-issue loan requests as required 
receive materials 

notify users of receipt of materials 
circulate materials to users 

update circulation/lLB files for circulated materials 
receive materials from users 
examine materials for damage, proper markings, etc. 
update circulation/ILB files for returned materials 
prepare borrowed materials for mailing/delivery 
follow-up overdues 

collect/charge overdue fines, if applicable 

maintain record of C£ statistics 

maintain record of funds collected/charged 

maintain files of materials obtained and not obtained on loan 

8. Perform processing of ILB requests when necessary 
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ACTIVITIES 



ioteslibrafy loan entry level 



latfiflibaa Lending OMJ 

9. Receive ILL requests from other media centers in the system 

10. Examine ILL forms for oopyricfit compliance 

11. Supervise processing of ILL requcs: 

return ILL forms lacking proper copyright compliance notice 
determine location of material in library 
locate material in the collection 

photocopy journal articles and portions of printed materials 
prepare library materials/photocopies for mailing/delivery 
update circulation/nii files for loaned materials 
examine returned materials for damage, proper markings, etc. 
update circulation/tlli files for returned materials 
shelve returned materials 
follow-up overdoes 

collect/charge overdue fines, if appropriate 
collect funds for lost materials or receive replacement materials 
return ILL forms to originator for materials not ownec|/not avail- 
able for loan 
maintain record of ILL statistics 

maintain record of funds collected or charges assessed, if 
appropriate 

maintain temporary files for ILL requests for materials owned but 

noc found in the collection 
maintain temporary file of ILL requests for materials not owned by 

the library 

12. Check to locate ILL requests that are reported as "not found on shelf" 

13. Perform processing of IIL requests when necessary 
Other 

14. Handle problems related to borrowing or lending of library materials 

15. Keep informed of current copyright legislation and its impact on inter- 
library loan 

16. Conduct library business by phone, when appropriate 

17. Write memos and letters, as required 



ERLC 



127 

86 



ACTIVITIES 



INTEFLIBRARy LOAN ENTRY LEVEL 



Other (cont'd) 

18. Prepare manuals of procedures 

19. Make reconntendations to the media center director for improvement in 
ILL/ILB operations 

20. Attend and participate in staff meetings 

21. Provide an overview of the operations of the media center to visitors, 
as requested 

22. Supervise technicians, paraprofessional staff, student helpers and 
adult volunteers 

23. Work to develop "esprit de corps" among staff supervised 

24. Assist medua center director in writing job descriptions for self and 
foi staff supervised 

25. Assist media center director in developing performance standards for 
self and for staff supervised 

26. Assist media center director in the review and performance evaluation 
of staff supervised 

27. Assist in the selection of new technicians and paraprofessionals 

28. Keep abreast of developments in the information field, library and 
media center practice, or legislation that affect interlibrary 
borrowing and lending 

29. Attend professional meetings and prepare reports for dissemination to 
staff 

30. Develop professional contacts both within and outside the media center 
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ACTIVITIES 



nnmiBRARY loan mid level 

31. Forward ILL "not found" and "not owned" requests and ILB requests to 
the central acquisitions section for selection review 

32. Hake preliminary selection of forms, md/oz develop draft record formats 
for all interlibrary loan files and operations 

33. Work with circulation staff to develop procedures and resolve problems 
related to use of the circulation files/system for interlibrary loan 
purposes 

34. Assess performance of existing equipment/systems used in interlibrary 
loan and investigate capabilities of other equipment/systems 

35. Reconroend acquisition of new/additional equipment/systems 

36. Trail, staff and student helpers/volunteers in operation and in-house 
maintenance of equipment/systems 

37. Supervise in-house operation and maintenance of equipment/systems 

38. Gather information for maintenance contracts on equipment/systems 

39. Draft statements of work for contract proposals for services, systems, 
equipment anchor maintenance 

40. Evaluate contractors' proposals 

41. Train and supervise entry level staff 

42. Assist in the selection of net? professional staff 

43. Write articles for professional journals/newsletters when appropriate 



INTERLIBRARY LOAM SENIOR LEVEL 

44. Function as a technical expert in the interlibrary loan section 

45. Work with centralized serials control and cataloging staff to develop a 
serials holdings list for all media centers in the school system 

46. Make inquiries and recommendations concerning the advertisement, publi- 
cation, and distribution of the serials holdings list 
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ACTIVITIES 



INTEELIBRARY LOAN SENIOR LEVEL 



47. Work with reference and acquisitions staff to analyze library resources 
in the area (especially public libraries) and make recommendations 
concerning the degree to which duplication of collections should occur. 
Identify subject areas in which resource sharing may be mutually 
beneficial 

48. Identify library/media center networks/consortia to which the media 
center belongs 

49. Draft m/ILB procedures and policies; draft revisions as required 

50. Flowchart and document UL/HB procedures 

51. Assist media center director in on-going systems analysis of the 
section 

52. Analyse m/H 3 statistics and prepare draft statistical reports 

53. Analyze financial data and prepare draft financial reports 

54. Supervise mid level staff 
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mnRJBRAPY LOAN ENTRSf LEVEL 

Baals 

*•* knowledge related to literacy, rmmeracy, commailoal Id ate. 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 
** knowledge of foreign languages 

Libtag * nafttafttiflo (Generic) 

* knowledge of definition, structure, and formats of information 

* knowledge of alternative approaches to tte organiaation of information 

* knowledge of alternative approaches to retrieval of informal ion 

taUOVX^d^Q Om£ eaOLt38fl9nm£i^Fmt 4af3p0OemCebaaav' £laa^OCammefciavQB ammmfemwJemmman'Jfc 

knowledge of available andcaerging Information technologies and their 



* knowledge of completed and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 
kn o w l e dge of how to learn on an ongoing basis 

madaflge about ^nw***™ «nrk andJOflmantfl 

* knowledge of the eapanding Information coamunlty, Its participants and 

their interrelationships (social, eoonoaic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 

* knowledge of tte oases of the an vices and prod u c ts , their character- 

istics and Internal Ion habits 

BMatladja of what work la dona 

knowledge of the interllbrary loan function, the range of services and 

knowledge of the actlvltlea that are required to offer the aervices and 

produce the pro d u c ts 
kn o w l e d g e of tte vaxioui reaourcea that are ntceaaary to suppo r t the 



ERLC 



** knowledge of IntocUlamiy loan tools and aources of Infonaatlon 
*** knowledge of Interllbrary loan aathodB and techniques 

* knowledge of performance emected and how it can be measured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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mrasLiBRAior loan 



ENTFY LEVEL 



nadadga of hew to do work 

*** knowledge of bow to perfom the various activities 

*** knowledge of bow to me the Interllbrary loan tools end sources 

*** knowledge of bow to apply the interllbrary loan sstbods and techniques 

*** knowledge of personnel procedures 

Knowledge of the institution nerved and its library 

* knowledge of the mission, goals and objectives of the institution 

* knowledge of the structure of the institu ti o n end the role of the 

library within the institution 
knowledge of the various praxes* offered and key personnel within the 
institution 

** knowledge of the policies and procedures relevant to the library 

* kno wledge of the v arious resources available within the library (e.g., 

personnel, oojnipaent, etc.) 
** taow lefl ge of the users* intonation needs and million it n 
** knowledge of the collection, and of related collections 



INTEBLIBRARSr LOAN MID LEVEL 



greater depths of knowledge spec if i e d above 

knowledge of the operations of other sections in the library and how 

they relate to Interllbrary loan 
knowledge of available venter-supplied system, services and products 

to aopport Interllbrary loan 
knowledge of the contracting pr oces s , both in general and within the 



knowledge of evaluation netbods and techniques to evaluate 
services and psodocta 
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DJTEKJBRARY LOAN 



SENIOR LEVEL 



^ greater depths of knowledge specif iod above 

* knowledge of attic relations technicses 

* knowledge of statistical description, analysis, interpretation and 



* knowledge of tte costs aeaoclatad with library r eso urc e s (waterials, 

personnel, space, see*) 

* knowl ed ge of cost anal ysis and I nt erpretation ssthods 

* knowledge of sstliods of resource allocation 

* knowledge of standards, ssasaies and ssthods for ssalnating p e rs o nn el 

* knowledge of altematlwe ssnagssant stiuctoxee and their iaplicatioos 

for the operation of tte library 

state-of-the-art knowledge of library research and practice 
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INTERLIBRAFQf LOAN ENTFY LEVEL 



abject knowledge 

** knowledge of the primary subject field of users served (e.g., 
literature, mslc, etc.) 
knowledge of foroligp. 



T.lhrary * Thfomafclon aeiflDCtt ftMtflrfgg (Generic) 



** toovladge of daflnitloQ, a*ruotnr*, and fonats of intonation 

knoirladga of altaraatlya ny i'jn l ua to tte organlMfcicp of Intonation 
lomiladgs of iltanafclv* mi fi lw to cstrlsnl of iitfbnadtlon 
** tamrltdgt of a itan a itfa s afgxoncte* to intonation wngMUt 
** tanrlaaga of assilafal* and urging intonation tsrteologlss and ttelr 
appUcsetioM 

** tooslsdgs of ccnpletsd and ongoing nsearch in tte f laid and Its 

affUorixlllty to p notica 
* knonladga of cvsse? oppoctunltias 
M know Isdga of bat to lawn on an ongoing basis 

Bratlate about Infftnmttfln wrh ^i«nntitfl 

aa jmoudadgs of tba aospanding infioostttion ooaamityy its participants and 

their IntsrrslatlonBBnalpB (social^ soonoindCf beduioele stce} 
** knowledge of tte variety of nock settings and tteit ^rjwf ifffr l^n wl 



M knowledge of tte ftaaotlona parfonad within tte virions nock sittings 
and tte servioee and pcodtaots offsctd 

of the sej 



** knowledge of tte users of tte services end products, tteix character-* 
istlcs and i ntenittc n tebits 

BMMlSdBS of wtet ™* * 1* dona 



iDoowledoe of tin iirayans ri iiMoar v inn Ttwir&itw% - on canoe of nacvloas and 

•^■^•■^■'^••■■r^S^SJBSgB^^BP ^BSBJBSJ ^BBSBSB^SV SASSSlV^^^BVSJVespSBBSSBB^SSI'VSSSBB^V esn*^B*SaSS»*B> •> ^t^StesSBS*^SSeBSS^BSB*en> SV ^SPSVSS^V •■PSSSW^H^^W ^S^BS* SJSW P ^S^BS> V ■SBF^B»"^^^eB' ^PV*W 

products offered (both ectunl end potential) 
** knowledge of tte activities ttet ore required to offer tte services and 

produce tte products 
** knowledge of tte various resources ttet are nones wiry to support tte 
activities 

** knowledge of intcrllbrarjr lam tools and sources of intonation 
** knowledge of interlinear? loan ~ 




kno wl e dg e of perfoasance ospecbad and bow it can be 

knowledge of iob rtsrwnslhll iMts a n d working conditions (e.a.. range 

■PBs^ejpesv^rswelBw^B^e ^pejase ^M^e^sJF &*^^UIJ^^Bm^^B*^IQ^^n^mi^m^^^t^B^F "esawMrs^TireJ !S»f^BBJanjBBejjanep»as^p < ^Br^assp«s^BsaBBni^w^Bw^Ben>#snBBp %^^™sP W ass^sesejawjw^^' 

of duties, probable ooepanaetlcn, benefits, etc.) 
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XNTERLIBRAKY LOAN ENTRY LEVEL 

Khcwladgft of hew to do work 

** knowledge of how to perfora the various activities 
** knowledge of how to ate the interllbraiy loan tools and sources 
*** knowledge of hair to ajply the in^Ubrary lea netncxto «r 3 techniques 
** tacwledge of p e rs o nn el procaduras 

Khowledoe of the institution agived and ita lihrary 
* knowledge of tire Mission, goals and objectives of 'Jie lnstitntion 



* knowledge of the structure of the Institution and the role of the 

library within the institution 

* knowledge of the various progress offered and key personnel within the 

Institution 

** knowledge of the policies and p roce dur e s relevant to the library 

** knowledge of the various resources available *ithin the library (e.g., 

personnel,, oonipeanc, etc*} 
** knowledge of the users' Intonation needs and reonireaants 
** teadedge of the collection, and of related collections 



INTERLIBRASY LOAN HID LEVEL 

** greater dapth s of knowledge utrifi ed above 

** knowledge of the operations of other sactions in the library and how 

they izZ'Jbs tu interlibrary loan 
** knowledge of available vendor-supplied systeas, services end products 

to s uppo rt interlibrary loan 
** knowledge of the contracting process, both in general and within the 

osaralaetUa. 

knowledge of evaluation snthods and techniques to evaluate aysteas, 
services and 
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SfFEKJBRAEY LOAN 



SENIOR LEVEL 



** gmtic depths of knowledge specified above 
*** knowledge of public relations tocnnlgnas 

** knowledge of statistical description, analysis, interpretation and 



ion 

** toa > ^ < °9 e ° * the costs ■ssociatsd with library resources (Materials, 

** knowledge of cost analysis and interpretation ssthods 
* knowledge of ssthods of resource allocation 

** knowledge of standards, s a aaur ea and ssthods for evaluating personnel 
** knowledge of alternative ssnagasaat structures and their isplications 

for the oparatioa of the library 
*** state-of-the-art knowledge of library research and practice 
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DWEKJBRftFaf LOAN ENTFY LEVEL 




*** literacy, mmcy, cognitive, analytical, conaunli wl Ions, etc. 
fikilla Bfilfltfld aBBClfifi Activities 
Ability to: 

** perf ora eacj) activity 

* establish rapport with usees and col leagues 

** nan>l< ill ii well by written, verbel and non-verbal Beans 
** conduct an interview 

conduct meetings with individuals and groups 
^ ooULsdZf flattlyxs sod \n\ wepcofa rsW^i* 

** wake (Vrisions and rocosaaadsi iona baaed on available inforratlon 
supervise staff 

* work independently and in g r o u ps 

develop criteria for evaluation 

Ability tot 

* sake effective, tiaely, and well-inforsed decisions 

* Isolate and define pcoblew and develop the necessary criteria and 

action for their solution 
** aanage tin* effectively 



INTEPUBRATiy LOAN MID LEVEL 



Skills Bftktad to B»rfi Specific Activity 

*** Skills listed above ?ce developed to a greater extent 

Ability to: 

perceive the needs of the organisation and not just the library 

* anticipate long—range needs of library 

** design systems and procedu.'.es bo is pro v e library operations 

* arbitrate and negotiate 
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IMFBUBRARY LOAN SENIOR LEVEL 

Skills listed above are developed to a greater extent 

Ability to: 



* apply set bod B of asasureaant and eveloation 
** budget and sake projections 
** optisiae the use of library 
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SKILLS 



INTERLIBRAKY LOAN ENTRY LEVEL 

flcllla Related to Specific Activities 
Ability to: 



* p e rr on eacj) activity 

* eatahHah rapport with users and colleagues 

** 1 1 hi lull e well by written, verbal and non-verbal —ana 

* conduct an interview 

* collect, analyse and interpret data 

* wake decisions and reccwaendBtlons based on available intonation 

* work independently and in groups 

* develop criteria for aval nation 

Ability to: 



* wake effective, tinely, and well-intoned decisions 

* isolate and define probless and develop the necessary criteria and 

act io n for their solution 
tine effectively 



INTERLIBRARY LOAN MID LEVEL 

Skills Related to Each Specific Activity 
Ability to: 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of library 
*** design systess and procedures to improve library operations 
** arbitrate and negotiate 



INTERLIBRARY LOAN SENIOR LEVEL 



Ability to: 

*** apply wetnods of auaaarewant and evaluation 
budget and sake projections 
optiadae the use of library resource? 
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mTERLIBRARy LOAN 



MspnirtHntvil Attitudes 

Attitudes Howard Institutions 

* Respect for profession 
** Respect for the library 

* Respect for the parent organization 

Attitudes Howard Other People 
Ttaard Users 



* Like people in general 
** Like children 

*** Like to help people 

* Like to ■est people) 

* Like to Bake others feel oaefortable 
*** Sensitive to others* 



TYaard Others In the Workplace 



* Like to nock with others/as a 
Like to work on cm 

* Willingness to draw upon and share knowledge and experience with 



* Supportive of co workers 

Enjoy managing/supervising others 

Personal Qjalifcles 



* 

*** Assertiveness 

* Ormpassion/Ktndness 

* Confidence 
*** Cheerfulness 



* Diplomacy 
Motional stability 

* Fairness 

* Flexlbmty/versatllity 

* Pnaglnation 

. JDisltiWSJMSS 

* Leadership ability 
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DCEHJERARY LOAN 



EMaflOa] Qualities icont'dl 



* Need for achievement 

* Objectivity 

* Of sin iinkwewi 

* OptiniaVtesitive attitude 
** Organisation 

Betlence 
** Ehysicsl endurance 
** Besourceful 

* Senaitive/Ihoughtful 

* Sense of humor 

* Sense of ethics 

* Tolerance 



Attitudes Related to JobAfork/Organiaation 
individual should demonstrate: 

** Willingness to tafce/accsrt responsibility 

* Willingness to take Initiative 

* mningneas to respond to authority, apply and follow policy 
** Desire to leamAry 

* Willingness to fail 

* Willingness to ask questions 

* Desire to work to beat of ability 

* Beeponsiveness to tias constraints 
** as p e r sc y 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Desire to folloy -ttiroagh 

* Service orientation 

* Organizational identity 

Willingness to promote library and its services 

* View of library as part of a larger information environment 
vies of library aa an organisation 

* Ability to aee broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political sense 
Curiosity 

* variety of interests 

* Desire to grow personally 
Desire to grow profeaslonally 

Desire to resaln current in specific and general subject field 

* Positive attitude toward job 
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mnnB 



INTERLIBRARY LOAN 



Dispositional Attitudes 

Attitudes Toward Other People 

Toward Peers 

* Respect users 

* Sensitive to others' needs 

Toward Others in the Workplace 

* Willingness to draw upon and snare knowledge and experience with 

others 

Personal Qualities 

* Fairness 

* Flexibility/Versatility 

* Imagination 

* Leadership ability 

* Objectivity 

* OpenHrindedness 

* Tolerance 

Attitudes Related to Job/Work/Organizatlon 
individual should demonstrate: 

* Willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

* Willingness to ask questions 

* Desire to work to best of ability 

* Responsiveness to tine constraints 

* Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Desire to Fo ll ow t to o o p h 

** service orientation 

* Organisational identity 

** Willingness to promote library and its services 

** View of library as part of a larger intonation environment 

* View of library as an organisation 
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IOTEREJBRARy LOAN 



AtMtudm Rft1ato3 to JohAfcrk/Qrpanlzafcion focnfc'dl 

** Ability to s-se brood picture 

** Ability to sacrifice abort-tern gains for long-teat goals 
** Political sense 
* Desire to grow professionally 

** Desire to resain current in specific and general stfcject field 
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ACTIVITIES 



SENIOR TiFVFr 

HMWaXENT (Section Nana .r) 

General Aflnlniflfcrafcir,, 

2. tfork with library/library system director and otiier section/branch 
managers to formulate and/or interpret library objectives 

2* Prepare written section/branch objectives 

3. Coordinate sr-tion/^ ranch objectives with those of other sections/ 
branches of the library system 

4. Evaluate ct Trent activities in terms of the section/branch's objectives 

5. Identify required statistics and reports 

6. Prepare final version of section's/branch's annual reports and other 
reports 

7. Supei;ise clerical st:aff who 

type correspondence, reports, etc. 
answer phones 
sort and route mail 

maintain section/branch files and records 
input and maintain payroll data 

Planning 

8. Maintain an awareness of the current ana planned information and 
service needs of the user community 

9. Assess future needs and develop long-range plans 

10. Recommend new activities/programs when appropriate 
Financial Management 

11. Prepare operating and capital budgets, both short- and long-term 

12. Justify the section's/branch's budgets 

13. Control expenditures operate within the budgets 

14. Establish financial policies and ptocet. res in keeping with the library 
system's overall financial operations 

15. Establish costs for services, if appropriate 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



Financial HMMgflMOfc 

16. Supervise charging for services, if appropriate 

17. Determine the cost of in-house versus contract processing and services 

18. Supervise the deposit of any funds received 
Policies and Procedures 

19. Review and approve/modify section/branch policies as drafted by senior 
staff 

20. Present policies to library/library system director for approval 

21. Monitor established policies and guidelines 

22. Revise policies and guidelines as required 

23. Review and approve/modify procedures recommended by staff 
Management of Activities 

24. Supervise overall operation of the section/branch 

25. Coordinate section/branch activities with other operations within the 
library system 

26. Supervise the establishment of vort: schedules to ensure adequate 
staffing of the section/branch 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 

aafcaifi ^lYfltfi and Design 

29. Perform on-going systems analysis of section/branch activities 

30. Review and approve/modify record formats and other file design data for 
section/branch files as recommended by staff 

31. work with systems staff/representatives at,, section/branch staff to 
resolve problems with operation of automated systems, if applicable 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



facilities. Equipment and applies, and Contract: Services 

32. Work with architects and interior desicpers to plan section/branch 
desigi and layout for new facilities 

33. Plan the rearrangement of existing facilities 

34. Select furnishings for section 'branch 

35. Bequest maintenance of facilities as required 

36. Review and approve/modify L^aff reconmendations for acquisition of 
equipment, forms, supplies and systems 

37. Recccmend and sigport acquisition of selected items 

38. Arrange for purchase of approved items 

39. Maintain inventory listings of furnishings and equipment in section/ 
branch 

40. Review and apprcve/toodify final draft of contract-related documentation 

41. Designate a staff member to serve as the section 1 a/branch's technical 
representative for each contract 

42. Evaluate contractors' performance 
Personnel Management and Staff Developnent 

43. Review staffing and work loads to ensure that employees are properly 
utilized 

44. Prepare final version of job descriptions for entire staff of section/ 
branch 

45. Request and justify netr * ositions 

46. Initiate staff recruitment after staffing requests are approved 

47. Interview and select candidates for positions 

48. Ensure that new staff receive proper orientation and on-the-job 
training 

49. Review personnel records of staff 
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ACTIVITIES 



MANAGEMENT 



SENIOR LEVEL 
(Section Manager) 



Personnel Manaoanent ar.J Staff toelopnenfc 

50. Approve/modify performance standards fe* developed by staff 

51. Prepare written performance evaluations for entire staff 

52. Conduct conferences with individual staff members to discuss 
performance evaluations and other matters as appropriate 

53. Suggest ways in which individual staff msnbers may improve performance 
anchor become eligible for promotion 

54. Approve library-funded training for staff 

55. Prepare documentation for awards, grievance actions, separations, etc. 

56. Present awards 

57. Discipline staff as required 

58. Conduct exit interviews with staff 

59. Approve leave 

60. Approve vacation schedules 

QmmlcatiQDB 

61. Conduct staff meetings 

62. Bisure that comnunication is maintained within the section/branch so 
that staff will know what is happening in the section/branch, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

63. Establish and maintain good working relationships within the . ibrary 
system 

64. Make preliminary arrangements for cooperative efforts with other 
sections/branches 

65. Represent section/branch or designate representative (s) for joint 
projects with other areas of the library system 
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ACTIVITIES 



SENIOR LEVEL 

MANAGEMENT (Section Manager) 



Marketing an* P11M in RrtuHnna 

66. Establish and maintain good working relationships with librarians from 
other libraries in the area 

67. Communicate with other libraries regarding any difficulties associated 
with cooperative activities 

68. Join/participate in forming library networks/consortia and support 
network goals and activities 

69. Receive official visitors to the section/branch 

70. Arrange for overviews/tours of the section's/branch's operations 

71. Coordinate the production of publications/information products by 
section/branch staff 

72. Ensure that documents describing the section/branch and its policies 
and procedures are up-to-date 

73. Approve/make arrangements for advertisement, publication, and 
distribution of documents/information products produced by section/ 
branch staff 

Research and Developnent 

74. Identify problem areas related to the section's/branch's activities/ 
objectives which require further study 

75. Arrange for and monitor in-house or contract studies of the problem 
areas 

76. Evaluate the recommendations of the studies 

77. Implement new programs/procedures as appropriate 
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ACTIVITIES 



SQJIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



General Administration 

1. work with senior institutional adninistrators to formulate and/oz 
interpret objectives of the library/library pwfcem 

2. Supervise the preparation of written library/library system objectives 

3. Coordinate library/library system objectives with those of other 
systems within the institution 

4. Evaluate current activities in terms of the library's/library system's 
objectives 

5. Identify required statistics and reports 

6. Prepexe final version of library's/library system's annual reports and 
other reports 

7. Supervise clerical staff who 

type correspondence, reports, etc. 
answer phones 
sort and route mail 
maintain files and records 
input and maintain payroll data 

Planning 

8. Maintain an awareness of th£ current and planned information and 
service needs of the user canmunity 

9. Assess future needs and develop long-range plans 

10. Recomvend new activities/programs when appropriate 

Financial BMagmafc 

11. Supervise the preparation of operating and capital budgets, both short- 
and long-term 

12. Justify the library's/library system's budgets to institutional 
aaninistrators 

13. Supervise expenditure «nd control and operatation within the budgets 
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ACTIVITIES 



SENIOR LEVEL 
(Librar* Director/ 

MANAGEMENT Library System Director) 

Fj ianclal Management-. 

14. Establish financial policies and procedures in keeping with the 
institution's overall financial operations 

15. Supervise the establishment costs for services, if appropriate 

16. Supervise charging for services, if appropriate 

17. Supervise the determination of the cost of in-house versus contract 
processing and services 

16. Supervise the deposit of funds received by the library/library system 
Policies and Procedures 

19. Review and approve/food! fy library/library system policies as drafted by 
senior staff 

20. Present policies to institutional administrators for concurrence 

21. Supervise the monitoring of established policies and guidelines 

22. Supervise the revision of policies and guidelines as required 

23. Review and approve/modify procedures recommended by staff 
Management of Activitleg 

24. Supervise overall operation of the library/library system 

25. Coordinate library/library system activities with the institution 

26. Supervise the establishment of work schedules to ensure adequate 
staffing of the library/library system 

27. Supervise the maintenance of adequate production levels, production 
deadlines and quality control 

28. Identify activities which could be curtailed if staff reduction and/or 
budget cuts were required 
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ACTIVITIES 



SQJIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 

Systems Analysis and Design 

29. Supervise the on-going systems analysis of library/library eysten 
activities 

30. Review and apprwe/toodify file design data for library/library systen 
files as reccnmended by staff 

31. Supervise efforts of senior staff to resolve problems with operation of 
automated systems, if applicable 

Facilities. Bniipnent and Supplies, and Contract Services 

32. Select and justify locations of new facilities and collections 

33. Work with architects and interior desigiers to plan the overall cfesig? 
and layout for new facilities 

34. Supervise planning for rearrangement of existing facilities 

35. Supervise selection of furnishings for library facilities 

36. Supervise maintenance of facilities as required 

37. Review and approve/modify staff recommendations for acquisition of 
equipment, forms, supplies and systems 

3 r • Justify acquisition of selected items to institutional administrators 

39. Supervise for purchase of approved items 

4C . opervise maintenance of inventory listings of furnishings and 
equipment in the library/library system 

41. Review and apprcve/toodify major contract documentation 

42. Supervise in-house management of contract activity 

43. Supervise the evaluation of contractors 9 performance 
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SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 

Personnel Manaaanent and Staff Dwelopnent 

44. Supervise staff review of staffing and work loads to ensure that 
employees are properly utilized 

45. Review/prepare final version of job descriptions for senior staff of 
library/library system and for staff in the director's office 

46. Request and justify new positions 

47. Supervise staff recruitment after staffing requests axe approved 

48. Interview and select candidates for senior staff positions and for 
director's staff 

49. Ensure that new staff receive proper orientation and on-the-job 
training 

50. Review personnel records of senior and director's staff 

51. Approve/modify performance standards as developed by senior and 
director's staff 

52. Prepare written performance evaluations for senior and director's 
staff 

53. Conduct conferences with individual members of senior and director's 
staff to discuss performance evaluations and other matters as 
appropriate 

54. Suggest ways in which individual members of senior and director's 
staff may improve performance and/or become eligible for promotion 

55. Approve library-funded training for senior and director's staff 

56. Review/prepare documentation for awards, grievance actions, 
separations, etc. 

57. Present awards 

58. Discipline senior and director's staff as required 

59. Conduct exit interviews with senior and director's staff and other 
staff, as appropriate 

60. Approve leave for senior and director's staff 

61. Approve vacation schedules for senior and director's staff 
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ACTIVITIES 



SENIOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



Oatmunicatlcna 

62. Attend staff meetings of senior institution staff as the representative 
of the library/library system 

63. Conduct staff meetings of senior and director's staff 

64. Ensure that ccnnunication is maintained within the litrary/library 
system so that staff will Knew what is happening In the library, the 
library system, the advisory groups, the network (s), and in the 
information world in general 

65. Establish and maintain good working relationships within the 
library/library system and within the sponsoring institution 

66. Make preliminary arrangements for cooperative efforts with other 
libraries/library systems and/or with 1 ibrary / bihl iographic networks 

67. Represent the library/library system or designate representative (s) for 
joint projects with other libraries/library systems and/or with 
library/bibliographic networks 

Marketing an* BlBLifi BBlfltiflDfi 

68. Market the library/library system and its services to higher level 
institutional administrators 

69. Supervise the marketing of the library/library system rod its services 
to the user cemmunity 

70. Establish and maintain good working relationships with Librarians from 
other libraries/systera/ratworks 

71. Communicate with other libraries/systems/networks regarding any 
difficulties associated with cooperative activities 

72. Join/participate in forming library networks/consortia and support 
network goals and activities 

73. Receive official visitors to the libraryAibrary system 

74. Supervise arrangements for overviews/tours of the library/library 
system 

75. Supervise the coordination of the production of publications/ 
information products by library/library system 

EM; U2 J 60 



ACTIVITIES 



SBHOR LEVEL 
(Library Director/ 

MANAGEMENT Library System Director) 



Marketing and Public Relations 

76. ftisure that docunents describing the library/library systan and its 
policies and procedures are up-to-date 

77. Approve/nodi fy/recarmend arrangements for advertisement , publication, 
and distribution of docuir*nts/information products produced by 
library/library system 

Research and Development 

78. Identify and/or review problem areas related to the library's/library 
system's activities/objectives which require further stud/ 

79. Review, approve/modify in-house or contract studies of the problem 
areas 

80. Review and approve/modify evaluations by senior staff of studies 9 
reccRinendhtions 

82. Approve and supervise implementation of new programs/procedures as 
appropriate 
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MANAGEMENT 



SENIOR LEVEL 



Baalc fenmi^A 



«*♦ knowledge related to literacy, numeracy, 



i, etc. 



abject Knowledge 

* knowledge of the primary subject field of users served (e.g., 

literature, music, etc.) 

* knowledge of foreign languages 

Library t Infr mation Science Knowledge (Generic) 

*** knowledge of definition, structure, and formats of information 
** knowledge of alternative agcoacheB to the organisation of information 
** knowledge of alternative approaches to retrieval of management 

** knpwl fffl jft of alternative approaches to information sanageaent 

* knowledge of available and emerging inxormatim technologies and their 

ajflp j loa t ions 

* knowledge of completed and ongoing research in the field and its 

applicability to p r act ice 
** knowledge of career opportunities 
*** knowledge of how to learn on an ongoing basis 

Knowledge about f -formation work environments 



* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 
** knowledge of the users of the services and products, their character- 
istics and information habits 

Knowledge of what work la done 

** knowledge of the management function, the range of services and 

pr od u c t s o ffe red (both actual and potential) 
** knowledge of the activit ies that are required to offer the services and 

produce the products 
** knowledge of the various resources that are necessary to support the 

activities 

*** knowledge of ssasgamtnt tools and sources of inforaation 
*** knowledge of sanageaent methods and techniqu es 
*** knowledge of perfo ism n o e enacted end how it can be s m asur ed 
** knowledge of job responsibilities and working conditions (e.g., range 
of duties, probable compensation, benefits, etc.) 



* know: 




information community, its participants and 
b (social, economic, technical, etc.) 
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MANAGEMENT SENIOR LEVEL 



BlflfltflgE of how to dp work 

*** knowledge of bar to perfom the various activities 
** knowledge of bow to use the — g— I tools end sources of aanaqeaant 

*** knowledge of bow to apply the aanagaaaai methods and techniques 

** knowledge of the operations of other secticns in the library and bow 
they related tc aanaoammnt 

* knowledge of available vendor-snpplied systems, services and products 

to stsjpuit sansgesent 

* knowledge of the oontracticg process, both in general and within the 

* knowledge of eialuiil ton nethode and tscbniqavs to evaluate systems, 

80xvXo00 sod proflBir^ff 

* knowledge of public relations tacfaniqwe 

* knowledge of statistical! description, analysis, interpretation and 

presentation 

*** knowledge of the costs aasodLatad with library r eso ur ces (saterlals, 
personnel, space, etc*) 

* knowledge of cost analysis and interpretation methods 

* knowledge of methods of resource allocation 

* knowledge of standards, asasuisa and methods for evaluating personnel 

* knowledge of altern a tiv e smnagsaant structures and their isplications 

for the opecation of the library 

*** state-of-the-art knowledge of library research and practice 

Knowledge of the Institution aerved and its library 

*** knowledge of the mission, goals and objectives of the institution 

aMCVBd 

*** knowledge of the structure of the institution and the role of the 

library within the institution 
*** knowledge of the various programs offered and key personnel within the 

Institution 

*** knowledge of the policies and procedures relevant to the library 

*** !roladgeof the v arious resources available within the library (e.g., 

pQSsHDDftXm ^^pXs^ssstDfcm CfcCe) 

*** knowledge of the users' infonaation needs and requirements 

*** ^owledge of the collection, and of related collections 
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MANAGEMENT SENIOR LEVEL 



Subject toatlaflgg 

** know) edge of the primary subject field of users served (e.g., 

literature, suslc, etc.) 
** knowledge of foreign languages 

y,<hrary t TnfnnwiUnn Science Knowledge (Generic) 

** knowledge of definition, structure, and forsats of lnforsation 
** knowledge of alternative a^ uauhe s to the organisation of lnforsation 
*** knowledge of alternative approaches to retrieval of sanageaent 

** knowledge of alternative app roa c he s to lnforsation aan a g ea snt 
*** knowledge of available and eanrging lnforsation technologies and their 
applications 

** knowledge of cospleted and ongoing research in the field and its 

applicability to practice 
*** knowledge of career o p p o r t un itie s 
*** knowledge of how to learn on an ongoing basis 

Knowledge <pf™™ttfop work eminESjnta 

*** knowledge of the emending lnforsation oossunity. Its participants and 

their Interrelationships (social, economic, technical, etc.) 
** knowledge of the variety of work settings and their organisational 
structures 

** knowledge of the functions parfor sed wi thin the various work settings 

and the services and piodssts offered 
*** knowledge of the users of the services and products, their chaiacter- 
ist lcs and lnforsation habits 

Knowledge of what work ia done 

*** knowledge of the ssnagessnt function k the range of services and 

pcodtic^s OsC a^M PBd {both Actual flDd po£4DtlAX) 
** knowledge of the activities that are required to offer the services and 

JSCOdOOQ tils) pf ^Jttctss^ 

** knowledge of the various re so urc e s that are necessary to support the 
activities 

** knowledge of tansgsneal tools and sources of Infotsstlon 
*** knowledge of seja^eaent sstbode and t^fanlquee 
*** knowledge of perfors s n c e espected and how it can be se asnred 

** knowledge of job rsr xaalbilltlae and working ooaotttions (e.g., range 
of duties, probable oospensatlon, benefits, etc.) 
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MANAGEMENT SENIOR LEVEL 



Brndfldae of how to do work 

** knowledge of how to perfom the various activities 
** knowledge of bow to nee the Banageaent toolB and ao np c ea of aanageaent 
inforsation 

** knowledge Y. how to apply the BBaanaaent aetboda and techniques 

aTOOIflOdgO Of pttCaHa'afM^ prOOOdUTO0 

** tawifledkje of the op ara fc lo ne of other wet Icmid in the library and hoir 

they related bo aamgaaent 
** Itieovladae of mailable f^ vV i -fffarr VI led avstcaB* eexvioaa and p codocts 

•BBB>BB^a^paBB*^B^BBBB^Bj^Bw ^bbjbj VB> v^BBBBBjw^BjBBBBBBBBaaBV^BB* W ^BBBaBP^BBBBF^eae bbb^bbb^bb^bbb^bb^^bbj^bb^bbb bbbtv bbbV^bb^bbbbbbbbbF V bbbf^bpbbb w BBBf^a^^BBBBBr ^bbbb^wbjbb bbs^bb*^b*^bb^ws^w^'^^™p' 

to sqpport nanagaNnt 
** tauvladge of the contracting proceee, both in general and within the 
organisation 

knowledge of evaluation Methods and techniques to evaluate ayBta nse 
eecvicaa and ptodacl a 
' * knowledge of public relatione tecihnlqneB 

•* knovladge of atatiatical description, analyale, Interpretation and 
praaeptat ion 

** to* " 1 *** ° * ooeta aaeociated jdtb library reeouroea (aaterlals, 
personnels space* etc*) 
knowledge of ooat analyaie and in^^tpfffftBt io n asethodB 
** knowledge of aatboda of resource allocation 

** knowledge of standards, aenourea and aathoda foe evaluating personnel 
** knowledge of alternative aenagaaant structures and their JapUceticns 

for the opecation of tte library 
** state-of-tbe-ert knowledge of library resnrh and practice 

Knowledge of the institution served and lta library 

** knowledge of the aission, goals and objectives of the institution 
aerved 

** knowledge of the structure of the institution and the role of the 

library within the institution 
** knowledge of tte various progxar offered and key pera o nn el within the 

institution 

** knowledge of tte policies and p roced ur e s relevant to tte library 

** knowledge of tte various resources available within tte library (e.g., 

personnel, eguipeent, otc>) 
*** knowledge of tte users' lnforsatlon needs and reguireacnta 
*** knowledge of tte collection, and of related collections 
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MANAGEMENT SENIOR LEVEL 



Baglc Skills 

*** literacy, nuaeracy, cognitive, analytical, atmaudt nl inns, etc. 
flctllB Bflalflfl to Specific Activities 
Ability tot 

** perform £ocfc activity 
** establish rapport with users and oollaaqnas 
*** cosnunlcate wall by written, verbal and non verbal aeans 

* condnct an interview 

* conduct nestings with individuals and groups 

* collect, analyse and interpret data 

*** sake decisions and reccasendal tons based on available inforsation 

* supervise staff 

* work indspendeotly and in groups 

* develop criteria for evaluation 

Ability tot 

*** sake effective, tisely, and well-inf orsed decisicrss 

*** isolate and define problems and develop the necessary criteria and 

action for their solntlnn 
*** nonage tine effectively 

Skills Related to Each Specific Activity 
Ability tot 

*** perceive the needs of the organisation and not just the library 

*** anticipate long-range needs of library 

*** design systens and procedures to inprove library operations 

* arbitrate and negotiate 

* apply sethods of aeesurenent and evaluation 
*** budget and sake projections 

*** optinise the use of library r eso ur c e s 
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MANAGEMENT SENIOR LEVEL 



Skills Related to Specific Activities 
Ability to: 

** establish rapport with users and colleagues 

** o— nieafct well by written, verbal and nan-verbal ■eons 

** conduct an interview 

** conduct aeetinja with individuals and groups 
** collect, analyse and interpret data 

** sake decisions and recossandal tons based on available inf orsotion 

** supervise staff 

** work Independently and in groups 

** develop criteria for evaluation 

Ability to: 

** sake effective, tiaely, and well-inforsed decisions 

** isolate and define probleas and develop tbe necessary criteria and 

action for their solution 
** aanage tine effectively 

Skills Related to Each Specific Activity 
Ability to: 

*** perceive the needs of tbe organization and not just the library 

*** anticipate long-range needs of library 

*** design systeas and p roced ure s to isprove library operations 

*** arbitrate and negotiate 

*♦* apply sethodi of i^asuresent and evaluation 

*** budget and sake projections 

*** optimize the use of lib> auy resources 
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MANAGEMENT 



Dispositional Attitudes 

Attitudes Toward Institutions 

** n *^ i * f * for profession 
*** foe the library 

*** T^n*ii foe the parent oruanlsstion 

Attitudes Toward Other People 

Toward Osers 

«** BjMjpect UPC ID 

* mea neonle in gen e ra l 
** lite children 

** Lite to help people 

* Lite to seet people 

* Lite to ante others feel comfortable 
** Sensitive to others' needs 

Toward Others in the Workplace 

** Lite" to «n±«iFoltes/M a teas 

Like to sock on can 
** Will Irajmsn to draw upon and share knowledge and experience with 
others 

** Supportive of oo workers 
*** ft joy sanagina/supervlsing others 



Personal q mHH— . 

* Alertness 

* Aesertiveneas 

* Oospasslon^UndneBB 
a#a Qosf losses 

* Cheerfulness 
*** Depsndabl'ity 

* DetaradnetionAeoecity 
** Dl pl Q Sa cy 

•* anotlonal stability 
** Bsirnese 

*** lleadbillty/VersBtility 
** lasginatlon 

* inouisitiieneaa 
** Leadership ability 
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MANAGEMBtT 



Personal ftalitleg foont'd) 

** Neatness 
• Heed for 
Objectivity 



*** Ogfciadaa/boeitive attitude 



* 

* Physical endurance 



* 

** Sense of honor 
*** sense of ethics 



Attitudes BBlfltfld to Job/taork/Orpmlzation 

individual should demonstrate: 

*** Willingness to tsJce/aoospt responsibility 
*** miUngness to take initiative 

** Willingness to respond to authority, apply and follow policy 
*** Desire to learn/ try 
milinoneas to fall 
*** wmiwjMwi to ask qnestions 
** Desire to work to beat of ability 
to tiaa oonatraints 




Willingness to get hands dirty 
**# attention to detail 

* Willingness to do clerical tasks 



* Organiaetional identity 

*** Willingness to promote library and its services 
** view of library aa part of a larger intonation environaent 
** View of library aa an organisation 
** Ability to see broad picture 

** Ability to sacrifice abort-tern gains for long-tern goals 
** Political sense 
** Curiosity 

* Variety of interests 

* Desire to gear personally 

** Desire to grow pcofeasionally 

* Desire to main current in specific and general subject field 
*•* Positive attitude toward job 
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MANAGEMENT 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Respect for profession 

* Respect for the library 

* Respect for the parent organization 

Attitudes Toward Other People 

Toward Caere 

** Respect users 

** Like people in general 

** Like children 

** Like to help people 

** Like to seet people 

** Like to sake others feel cosf ortable 

** Sensitive to others' needs 

Toward Others in the Workplace 

** Respect co-workers 

** Like to work with others/as a tea* 

Like to work on own 
** Willingness to draw upon and share knowledge and experience with 
others 

** supportive of co-workers 

** Eh joy isnaging/aupervlsing others 

Pprannal ftwUHn 

** Alertness 

** Assertiveness 

** Oaspassion/Undness 

** Confidence 

** Cheerfulness 

** Dependability 

** Detendnatian/renacity 

** Diplonacy 

** Baotional stability 

** Fairness 

** nexibility/Versatility 
** Imagination 
** Ihguisitiveness 
** Leadership ability 
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MANAGEMENT 



Personal Qualities (cont'd) 

** Neatness 

** Need for achi ev em en t 

** Objectivity 

** Open-mindedness 

** Optimlss/bositlve attitude 

** Organisation 

** Patience 

** Physical endurance 

** Resourceful 

** Sensittve/ttuughtful 

** Sense of huaor 

** Sense of ethics 

** Tolerance 

Attitudes Related to Job/Wbrk/Organlzation 
individual should demonstrate: 

* Willingness to take/accept responsibility 
<• Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

** willingness to ask questions 

** Desire to work to best of .ability 

* Responsiveness to tine constraints 
** Accuracy 

* Willingnrss to get hands dirty 
** Attention to detail 

** Desire to follow-through 
** Service orientation 
** Organisational Identity 

** Willingness to promote library and its services 

** View of library as part of a larger information environment 

** View of library as an organisation 

** Ability tc ee broad picture 

** Ability to sacrifice short-tern gains for long-term goals 

** Political sense 

* Curiotdty 

** Variety of Interests 

** Dealt , to grow personally 

** Desire v o grow protaMlonsliy 

** Desiie to remain current in specific ar.1 general subject field 
** Positive attitude toward job 
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ENTRY LEVEL 



9 

:RLC 



Solicited SMfcilfe 

1. Interview users to evaluate information requirements, and determine 
budgetary and time constraints, etc. 

2. Counsel users on specifying information requirements 

3. Develop and Imjplement strategy for obtaining, ^&li*tin> and packagii^ 
information and lata to rnee*- users 9 not . - 

4. Select searc^ met! ods (e.g., online anchor manual) 

5. Determine appropriate source (e.g., databases, printed publications, 
experts, etc.) 

6. Conduct searches, using proper subject terms for sources selected 

7. Review retrieval output for relevancy 

8. Provide information for users in the form of references or source 
documerts 

9. Translate titles and abstracts 

10. Refer users to higher-level reference staff, as appropriate 

11. Refer u>=ers to other information services, as appropriate 
&b£C 

12. Answer ready reference questions 

13. Instruct users in reference methods, sources, services and ^olic' „j 

14. Alert users t^ non-print and in-ho ise developed sources of information 

15. Perform bibliographic verification as required 

16. Reccameaa acquisition of materials for the reference and oeneral 
collections 

17. Recommend materials/data for inclusion in reference source files 
(vertical file; m-house indexes) 

16. Supervise orderly maintenance of the reference room and re-shelving/ 
re-filing of reference materials 

19. ffe. *ain a record of reference searching statistics 
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ACTIVITIES 



REFERENCE ENTRY LEVEL 



20. Maintain a record of financial data (finds received in payment for 
computerized retrieval, packaged literature searches and other 
products, or services for which charging may be authorized) 

21. Conduct business by phone, when appropriate 
22* Write memos and letters, as required 

23. Prepare an information package for users to describe reference services 
and policies 

24. Prepare manuals of procedures 

25. Make recommendations to the media center director for Improvement in 
operations of the section and for improvement in services to users 

26. Attend and participate in staff meetings 

27. Provide an overview of the operat ons of the unit/section to visitors, 
as requested 

28. Supervise technicians, paraprofessional staff, student workers, and 
adult volunteers 

29. Work to develop "esprit de corps" among staff supervised 

30. Assist media center director in writing job descriptions for self and 
for staff supervised 

31. Assist media center director in developing performance standard* for 
self and for staff supervised 

32. Assist media center director in the review and performance evaluation 
of staff supervised 

33. Assist in the selection of new technicians and paraprof essiona] s 

34. Keep abreast of new and changing reference sources, services and tools 

35. Keep abrea r new and developing technologies applicable to reference 
searching 

36. Attend professional meetings and prepare reports for dissemination to 
staff 

37. Develop professional contacts both within and outside the media center 
system 



£^ 125 ISO 



ACTIVITIES 



REFERENCE MID LEVEL 

Solicited Searches 

38. Perform more complex searches 

39. Provide additional information for users (e.g. in the form of critical 
annotationr abstracts, analytical reports, etc.) 

tfr solicited Searches 

40. Assist in developing bro* 3-scope, publish 3d literature searches with 
executive analyses, restating fran anticipation and recognition of 
faculty/student information needs 

41. Identify topics and develop search strategies 

42. Conduct searches 

43. Evaluate search results 

44. Prepare searches for publication 

45. Distribute published literature searches 
Other 

46. Organize and maintain reference source files (vertical file, in-bouse 
indexes) 

47. Schedule and supervise shelf reading wf the reference collection 

48. Hake preliminary selection of forms and/or develop draft record formats 
for all reference files and operations 

49. Identify and evaluate commercially available information services 

50. Astass performance of existing equipntent/systems/services used in 
ref * °nce and investigate capabilities of other equipment/systems/ 

^ rvices 

51. Recauiiend acquisition of new/additional en 'ipnent/systeme/aervices 

52. Train staff and student workers/volinteers in operation and in-house 
maintenance of equipnent/systens/ services 

53. Supervise in-'iouse operation and maintenance of equipment/systems/ 
services 
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ACTIVITIES 



REFERENCE MID LEVEL 

Other teont'dl 

54. Gather information for maintenance contracts on equipment/systems 

55. Draft statements of work for contract proposals for services, systems, 
equipment and/or maintenance 

56. Evaluate contractors 1 proposals 

57. Train and supervise entry level staff 

58. Assist in the selection at new professional staff 

59. Write articles for professional journalo/hewsletters, when appropriate 



REFERENCE SLNIQR LEVEL 

Solicited Searches 

60. Review solicited searches performed by others and suggest additional 
search strategies a* appropriate 

61. Refer users to subject experts in the area, if appropriate 
ttisolicited Searches 

62. Review unsolicited searches performed by others and suggest additional 
search strategies as appropriate 

63. Prepare executive analyses for published searches 

64. Arrange for publication 

65. Develop a public relations strategy for marketing the publication 

66. Develop distribution list 

67. Develop announcement of publication 
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ACTIVITIES 



REFERENCE SENIOR LEVEL 



Other 

68. Function as a technical expert in all natters relating to reference 
service 

69. Interact with professional colleagues and faculty in identifying 
unreeorded/unindexed sources of information and data, and report to 
staff 

70. Review and weed the reference collection on a regular basis 

71. Review and weed reference source files on a regular basis 

72. Work with reader services, interlibrary loan and selection staff 
members to analyze library resources in the area and to make 
reconmendsttions concerning the degree to which duplication of reference 
collections should occur 

73. Work with reader services and selection staff to compile lists of 
reference books jnd standard works which comprise a basic collection in 
each major subject area. New editions of these materials are acquired 
when published 

74. Work with reader services and selection staff and faculty advisors to 
select materials for branch collections 

75. Draft reference service procedures and policies; draft revisions as 
required 

76. Flowchart and document reference service procedures 

77. Assist section manager in on-going systems analysis of the section 

78. Analyze statistics and prepare 3raft statistical reports 

79. Develop charging strategics 

80. Analyze financial data and prepare draft financial reports 

81. Handle deposit of funds/assessment of charges 

82. Supervise mid level staff 

83. Function as section manager in his/her absence 
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REFERENCE 



ENTRY LEVEL 



*** knowledge related to literacy, mercy. 



if etc* 



finhjffifr friflwlfiflge 

* knowledge of the priaary subject field of users served (e.g. 

literature, susic, etc.) 

*** knowledge of foreign languages 

Library j Info mat Ion Science Knowledge (Generic) 

* knowledge of definition, structure, end forests of inforsstion 

* knowledge of alternative ap rsxache s to tbe organisation of inforsstion 

* knowledge of alternative aprsoacbsB to retrieval of inforsation 

* knowledge of alternative approaches to lnfofsstion sa n a g sss nt 

* knowledge of available and emerging infonnation technolcgies and their 

applications 

* knowledge of complied and ongoing research in the field and its 

applicability to practice 

* knowledge of career opportunities 

* Imowledge of how to learn on an ongoing basis 

Knowledge »i * InjoaafclflD work environments 

* knowledge of the expanding inforsstion cossunity, it erLicinertts and 

their Interrelationships (social, econosic, techn. 0., etc.) 

* knowledge of the variety of work settings and their organisational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 
** knowledge of the users of the services and products, their cbarac+er- 
istlcs and Inforsstion habits 

Knowledge of what work ia done 

*** knowledge of the r e fe rence function, the range of strvices and products 

offered (both actual and potential) 
«•* knowledge of the activities that are required to offer the services ad 

— knowledge of the various resources that are necessary to support the 
activities 

*•* knowledge of reference/referral tools and source of tafcaettion 
*** knowledge of reference/referral ssthods sod tschntguas 

* koowledga of parfois s n c e eapecftad and how lc can be asasored 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable ouapansation, benefits, etc.) 
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REFERENCE ENTRY LEVEL 



Knowledge, of ho* to do work 



knowledge of bow to perf on the various activities 
kn o w ledge of how to ose the reference/referral end other sources 
knowledge of bow to apply toe reference/referral sethodi and techniques 
** knowledge of personnel procedures 

Knowledge of the institution served and its library 
** knowledge of the aisalon, goals and objectives of the inr citation 



* knowledge of the st. store of the institution and the role of the 

library within the institution 
** knowledge of the various tcnjin su i offered erJ key p e rs on n el within the 
institution 

*** knowledge of the policies and procedures relevant to the library 

*** knowledge of the various resources available within the library (e.g., 

personnel, equipment, eto.) 
*** knowledge of the users' lnforsation needs and regjuiresents 
*** knowledge of the nonaction, and of related collections 



REFERENCE MID LEVEL 



* greater depths of tawwledge specified above 

* knowledge of the operations of other sect lens in the library and how 

they relate to reference 
knowledge of available vendor-supplied systems, services a 1 products 
to support reference 

* knowledge of the contracting process, both in general and within the 

organization 

* knowledge of evaluation methods and techniques to evaluate systems, 

services and products 
** knowledge of public relations techniques 
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REFERENCE SENIOR LEVEL 



* greater depths of taosfladje epeclf led above 

* knowledge of statistical description, analysis, interpretation and 

presentation 

** tocvledge of the coats associated with library reaooroes Materials, 

* knowledge of cost analysis and interpretation ■sthods 
** knowledge of aetbods of tesouiue allocation 

* knowledge of standards, MM— and aetbods for wmlisjl Imj personnel 

* knowledge of alternative aanaasaspi strnctnres and their Implications 

for the operation of *he library 

* state-of-the-art knowledge of library research and practice 
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REFERENCE 



amor level 



** knowledge related to literacy, raeracy, oaaaunloat lens, etc . 

Subject knowledge 

* knowledge of the privacy subject field of users served (e.g 

literature, Basic, etc.) 
** knowledge of foreign languages 

Mhrary l Tnfon»hioii Science Knowledge (Generic) 

* knowledge of definition, stxncture, and forsats of Intonation 

** knowledge of alternative approaches to the oroaniaation of inforanticn 
** knowledge of alternat ive spprcaches to retrieval of Inforsation 
** knowledge of alternative approaches to infoxaatiun aanegeaaot 
*** knowledge of available and saarglng Inforen.ifln technojogiee and their 

* luiowled^e^of^^nraeted end ongoing research in the field and its 

applicability to pact ion 
** knowledge of career Qportunities 
** knowledge of how to learn on an ongoing basis 

Knowledge afr»* <nfr»rnniHfln work tnriremmnta 

*** knowledge of the oapandlng inforaaticn coanunlty, ita rartlcipents and 

their intarrelationsbipz (social, econoaic, technical, etc.) 
** knowledge of the variety of work settings and their organisational 

flfcXtJCtteXCB 

** knowledge of the functions perforsed within the various work settings 

and the services and products offered 
** knowledge of the esses of the services and products, their <±atscter- 

istics si " inforsatlm habits 

Knowledge of what work Is done 

** knowledge of the reference function, the range of services and products 
offered (both actual and potential) 

* knowledge of the activities that are required to offer the services and 

PCOdOOa^ tabs) patOlaasCntaw 1 

* ktowledge of the various resources that are necessary to support the 

activities 

* knowledge of refecenea/refacknl tools and sources of inforsation 

* Inowledge of wecerenca/referral sathods and tscrtiiqoss 

** knowledge of perforaance ospootad and how it can be saasnrad 

* knowledge of job responsibilities and working co n di ti o n s (e.g., range 

of duties, probable oonpsnsation, benefits, etc.) 
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REFERENCE 



ENTRY LEVEL 



Baals imatlfite 



** knowledge related to literacy. 



i, etc. 



Subject knowledge 

* knowledge of the prlaary subject field of users served ' :.g. 

literature, snslc, etc.) 
** knowledge of foreign langaagea 

Library ft Information Science Knowledge (Generic) 

* knowledge of definition, structure, end forests of intonation 

** knowledge of alternative approaches to the organisation of inferential 
** knowledge of alternative app roache s to retrieval of inforetitian 
** knowledge of alternative a p pro a ches to lnforeation s sn a gs s sfll 
*** knowledge of available and sse rglng lnforeation technologies and their 
applications 

* knowledge of coepLeted and ongoing research in the field and its 

applicability to practice 
** knowledge of career ogortunities 
** knowledge of bow to learn on an ongoing basis 

^fflflfdjft rhllf iOiOaTatiflD MQlfc awlrrmenta 

*** knowledge of the eapanding inforeatlon nissmlty, its p ar ticipa nt s and 

their interrelaUcnships (social, econonic, technical, etc.) 
«* knowledge of the variety of work settings and their organisational 
s tru c t ures 

** knowlcSge of the functions pirforeed within the various work settings 
end the services and products offered 

** knowledge of the users of the services and product*,, their character- 
istics and inforeatlon habits 

** knowledge of the reference function, the range of services and products 

* knowledge of the activities that are required to offer the services and 

* knowledge of the various resources that are necessary to support the 

activities 

* knowledge of laferoneaVrofornl tools and sources of inforeatlon 

* knowledge of reference/referral astboda and teohniquaa 

** iBWJwledga of perfonance m rtr mt * mA and bow it can be Beasnred 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensa t ion, benefits, etc.) 
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KNOWLEDGE 



REFERENCE 



EMERY LEVEL 



Knowledge of how to do work 

* knowledge of bar to perfora the various activities 

* knowledge of bow to use the reference/referral and other sources 

* knowledge of bar to apply the r e fe r e nce/referral Methods and techniques 

* knowledge of personnel p roced ures 

Knowledge of the inufcltartion served and Its library 

* knowledge of the sisalon, goals and objectives of the institution 

* knowledge of the structure of the institution and the role of the 

library within the institution 

* knowledge of the various progress offered and key personnel within the 

* knowledge of the policies and prooedoree relevant to the library 

* knowledge of the various r eso urc es available within the library (e.g., 

personnel, eojulpBent, etc.) 
** knowledge of the users* inforsatlon needs and reojuiresents 

* knowledge of the collection, and of related collections 



REFERENCE MID LEVEL 



* greater depths of knowledge speci f ied above 

* knowledge of the operations of other sections in the library and bow 

they relate to reference 
** knowledge of available vendor-supplied systems, services and products 

to support r e f erence 
** knowledge of the contracting process, both in general and within the 

** knowledge of evaluation aethods and techniques to evaluate systems, 

services and products 
** knowledge of public relations techniques 
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REFERENCE SENIOR LT TEL 



* growler flapths of know! judge specified above 

* knowledge of statistical description, analysis, interpretation ai~ 

* knowledge of the costs associatsd with library vesoarces (■aterlals, 

personnel, space, etc*) 
** knowledge of cost analysis and Interpretation ssthods 
** knowledge of netnoda of resource allooatlon 

* knowledge of standards, ssasarea and netbods fsx evaluating p e rs onnel 

* knowledge of alternative asnagasaat structures and their iapllcatlons 

for the operation of the library 

* state-of-the-art- knowledge of library research and practice 
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SELLS 



REFERENCE 



ENTRY LEVEL 



Baaic Skills 

*** literacy, nuaeracy, cognitive, analytical, conical tons, etc. 



flciiiB Relate ta aafleific flgtialtles, 

Ability tot 

*** perfora fact) activity 
** establish rapport with users and colleagues 

* ii—n>lial< veil by written, verbal and non-verbal weans 

* conduct an Interview 

* oondoct asstlnga with indtvidnmls and groopa 

* collect, analyse and interpret data 

* ante and racowaandaf lone baaed on available intonation 

* supervise staff 

*** work independently and in groups 

* develop criteria for evaluation 

Ability to: 

* sake effective, tinely, and well-inforeed dacislons 

*** Isolate and define probleas and develop the necessary criteria and 

action for their solution 
*** nanage tine effectively 



REFERENCE HID LEVEL 



Skills Related to Each Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability to: 

** perceive the needs of the organisation and not just the library 
** anticipate long-range needs of li brary 
** design systeas and proosdores to leprove library op e ra t io n s 
* arbitrate and negotiate 
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REFERENCE SENIOR LEVEL 

*** Skills listed above axe da " *d to a greater extent 

Ability to: 



** apply — tfaoda of seaant aauil and 
*** budget and sake projections 
*** qptadst the use of library resonroea 
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SKILLS 



REFERENCE ENTRY LEVEL 



Basic Skills 

** literacy, nuneracy, cognitive, analytical, gsaanlcatlons, etc. 

Skills Related to Specific Activities 
Ability to: 

* perfora eptib activity 

* establish rapport with users and colleagues 

* caasunlcate well by written, verbal and non-verbal scans 

* conduct an interview 

* conduct ■eetinrjp with individuals and groups 

* collect, analyse and interpret data 

* sake decisions and rat issMirtrt tons based on available intonation 

* supervise staff 

* work indspendsfltly and in groups 

* develop criteria for evaluation 

Ability to: 

* sake effective, tiaely, and well-inf orsed decisions 

* isolate and define problune and develop the necessary criteria and 

action for their solution 

* nonage tine effectively 



REFERENCE MID LEVEL 



Skills Related to Each Specific Activity 
** Skills listed above are developed to a greater extent 

Ability tn: 

*** perceive the needs of the organisation and not just the library 
*** anticipate long-range needs of library 

** design systeas and procedures to iaprove library operations 

** arbitrate and negotiate 
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REFERENCE SENIOR LEVEL 



*** Skills listed above are developed to a greater extent 

Ability to: 



** apply methods off aeasuroscnt and evaluation 
** budget and sake projections 
*** optimize the use off library resources 
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REFERENCE 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Deopoct for profession 
** Respect for the library 
** Respect for the parert organization 

Attitudes Toward Other People 

Toward Users 

*** Baapacl users 

* Like people in general 
*** Like children 

*** Like to help people 
** Like to sect people 

* Like to sake others feel ooaf ortable 
** Sensitive to others' needs 

Toward Others in the Workplace 

*** Respect co w or k er s 
** Like to work with others/as a teas 

* Like to work on own 

*** Willingness to draw upon and share knowledge and experience with 

nit mtmm 

OCMES 

Supportive of oo~«orker8 

** Ehjoy managing/supervising others 



Pgfcrfinna1 ttalitifiS 

* Alertness 

* Assertiveness 

* Ccx^assion/Kindiess 

* Confidence 

* Cheerfulness 
** Depmflahility 

* Debeminatici^macity 

* D tp3L C sM c y 

* ■aOblflnal stability 

* Fairness 

* nezlhmty/Vferastility 

* Imagination 

* DnguiflitiveMee 

** Leadership ability 
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REFERENCE 



Pertmniil ft«HHw franfr'rn 

* Neatness 

* Need for achievement 

* Objectivity 

* Ope n aindednees 

* (^Mslse/Positlve attitude 
** Organisation 

* Patience 

** Physical endurance 

* Resourceful 

* Sensitive/Ihoughtful 

* Sense of tanor 

* Sense of ethics 

* Tolerance 



Attitudes F»1»«-a* t-n Job/Work/Organlzation 
individual should demonstrate: 

*** Willingness to take/accept responsibility 
*** Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 
** Desire to learn/try 

* Willingness to fail 

*** Willingness to ask questions 

** Desire to work to best of ability 
*** Responsiveness to tine constraints 

** Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* Willingness to do clerical tasks 
** Desire to follow-through 

** Service orlentatiui 

Organizational identity 
** Willingness to proaote library and its services 

* View of library as part of a larger information environment 

* View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political sense 
** Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

*** Desire to rsaaln current in specific and general subject field 
*** Positive attitude toward job 
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REFERENCE 



Dispositional Attitudes 

Attitudes Toward Institutions 

* Respect for profession 

* Respect for the library 

* Respect for the parent organization 

Attitudes Toward Other People 

Toward Usees 

* Respect users 

* Like people In general 

* Like children 

* Like to help people 

* Like to aeet people 

* Like to sake others feel oonfortable 

* Sensitive to others' needs 

Toward Others in the Workplace 

* Respect co-workers 

* Like to work with others/as a team 

* Like to work on own 

* Willingness to draw upon and share knowledge and experience with 

others 

* Supportive of co-workers 

* Enjoy aenaging/supervising others 

Personal Qualities 

* Alertness 

* Assertiveness 

* Ooapasslon/kiikhess 

* Confidence 

* Cheerfulness 

* Dependability 

* DeterBination/Tenacity 

* Diplomacy 

* Raotional stability 

* Fairness 

* Rexlbility/tersBtility 

* Imagination 

* Inguisitiveness 

* Leadership ability 
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REFERENCE 

Personal Qualities t cont'd) 



* Need tor achicvenut 

* Objectivity 

* Optiadaa/Boeitive attitude 
* 



* 

* Physical endurance 

* Resourceful 

* Sensitlve/lboughtful 

* Sense of huaor 

* Sense of ethics 

* Tolerance 

Attitudes Related to JobAforlc/Orcanization 
Individual should demonstrate: 

* Willingness to take/accept responsibility 

* Willingness to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to learn/try 

* Willingness to fail 

* Willingness to ask questions 

* Desire to work to best of ability 

* Itosponsivenesi to tiae constraints 

* Accuracy 

* Willingness to get hands dirty 

* Attention to detail 

* willingness to do clerical tasks 

* Desire to foUorthrouoh 
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* Organisational identity 

** Willingness to promote library and its services 

** View of library as part of a larger infbraation envircnnert 

** View of library as an organisation 

* Ability to see broad picture 

* Ability to sacrifice short-ten gains for long-tea goals 

* Political sense 

* Curiosity 

* Variety of inten^sts 

* Desire to grow personally 

* Desire to grow professionally 

** Desire to reaain current in specific and general subject field 

* Positive attitude toward job 
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ACTIVITIES 



SERIALS CONTROL ENTRY LEVEL 



/erif icatlcn and Orderly 

1. Receive citations for selected serials/numbered series from the 
acquisitions section 

2. Receive citations from faculty and media center staff for subscriptions 
for the professional collection 

3. Receive issues/parts of serials/numbered series from the acquisitions 
section which were received on approval, as gifts, etc. 

4. Develop a working knowledge of the media center system's collection 
development policies and guidelines 

5. Refer questionable citations/items to supervisor for selection review 

6. Determine source of procurement for each title ordered (jobber, direct, 
gift, exchange, etc.) 

7. Supervise ordering of serials/numbered series: 

verify and locate additional bibliographic data as required; refer 

problems to supervisor 
search serials records to determine if title is already on order 
for older materials/citations, search catalog (s) to determine if 

entire series is in the collections already 
prepare serials records for titles to be ordered 
prepare subscription —ders, including the proper "ship to" 

addresses for - copies, if appropriate 
prepare purchase or* i required 
prepare order docunu. **«ton for mailing 

forward order documentation to the acquisitions section for fiscal 

xntrol and railing 
cle.: n outstanding orders (no issues received) 
claim missing issues 
cancel ore rs, as required 
re-issue orders to different sources as required 
order replacement copies of dwnagetyiost issues 
process renewals 

maintain a statistical record of ordering operations 

8. Search for trade and non-trade bibliographic information that 
technicians are unable to locate; refer problems to higher level staff, 
as appropriate 
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ACTIVITIES 



SERIALS CONTROL ENTRY LEVEL 



Receipt Processing 

9. Supervise receipt processing of serials/numbered series: 

sort incoming items, if appropriate 

search serials file to locate the records 

update records with receipt of individual issuesyfoumbers/parts 

flag records for gap filling 

record/affix locator data on each piece (classification number, 

special collection symbol, etc.) 
mark materials with the media center's identification 
affix security labels 

place issues in special binders, if appropriate 

place new serial titles on the appropriate truck for delivery to 

the cataloging section 
place items which have title changes on the truck for cataloging 
place new issues for the reading room on the appropriate truck 
place issues for the stacks on the appropriate trucks 
place issues for branches on appropriate trucks if check-in is 

performed centrally 
deliver trucks to proper locations 

annotate receipt on packing slips/invoice copies, if received, and 

forward to the acquisitions section 
annotate packing slips/invoice copies for damaged/imperfect or 

unwanted hardbound series; forward documentation and pieces 

to the acquisitions section for processing 
place surplus materials in specified area to await proper disposal 

by the acquisitions section 
maintain record of receipt processing statistics 

10. Assign processing priorities to new serial titles and to other series 
requiring update of cataloging records 

File Maintenance 

11. Supervise creation and maintenance of serials records: 

input records for copies ordered 

update records with data re: cancellations, reissues, claims, and 
gap filling 

update records with shelving location data for newly-cataloged 
titles 

update records with data re: change in frequency, change of title, 
change in publisher, cessation, change of shelving location, 
etc. 

input new records for newly changed titles 
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ACTIVITIES 



SERIALS CONTROL 



ENTRY LEVEL 



Pile Maintenance ( cont'd* 

11. Supervise creation and maintenance of serials records (cont'd): 

update records with binding control data if serials records are 
automated 

input cross reference records as .aquired 

remove records from the active file when appropriate 

delete records when appropriate 

maintain statistical records of file creation and maintenance 



12. Supervise the forwarding of correspondence re: cessation/completion of 
series to the cataloging section following maintenance of serials 



13. Handle problems related to ordering and receipt processing of 
serials/numbered series and to overall maintenance of the serials 
records; refer problems to higher level staff, as appropriate. 

14. Conduct business by phone, when appropriate 

15. write memos and letters, as required 

16. Prepare manuals of procedures 

17. Make recommendations to the section manager for improvement in 
operations of the unit/section 

18. Attend and participate in staff meetings 

19. Provide an overview of the operations of the unit/section to visitors, 
as requested 

20. Supervise technicians, paraprofessional staff and volunteers 

21. Work to develop "espric de corps" among staff supervised 

22. Assist section manager in writing job descriptions for self and for 
staff supervised 

23. Assist section manager in developing performance standards for self and 
for staff supervised 



operations 



records 



Other 
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ACTIVITIES 



SERIALS CONTROL 



ENTRY LEVEL 



Other (cont'd) 

24. Assist manager in the review and performance evaluation of staff 
supervised 

25. Assist in the selection of new technicians and paraprofessionals 

26. Keep abreast of developments in the information field, library/media 
center practice, or legislation that affect library processing and 
control of serials/limbered series 

27. Attend professional meetings and prepare reports for dissemination to 
staff 

28. Develop professional contacts both within and outside the library, rr^dia 
center system 



SERIALS CONTROL , MID LEVEL 



Verification and Ordering 

29. Develop procedures for the verification and ordering of serials/ 
n inhered series 

30. Supervise the maintenance of an address file of procurement sources for 
serials 

31. Draft form letters for ordering serials, claiming/cancelling orders, 
claiming missing issues, ordering lost/damaged issues, etc. 

32. Work with the acquisitions section to schedule purchases of serials in 
order to operate within the budget 

33. Woik with the acquistions section to develop procedures for the 
handling of the final steps in serials ordering and invoice processing 

34. Identify sources for filling gaps when the required issues are 
unavailable from the publishers 

35. Coordinate gap filling as gaps are reported by collection maintenance 
staff as part of binding preparation and inventory operations 
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ACTIVITIES 



SERIALS CDNHCL MID LEVEL 



Receipt Processing 

36. Develop procedures for receipt processing of serials/nunbered series 
File Maintenance 

37. Develop procedures for maintenance of the serials records 

38. Make preliminary selection of forms and/or develop draft record formats 
for all serials record files 

39. Work with collection maintenance staff to develop procedures and record 
formes for including binding control data in automated serials records 

Fiscal Control 

40. Together with the acquisitions section, work with the contract and/or 
purchasing department (s) of the school system to identify unique 
requirements and develop draft procedures for purchasing serials and 
services (e.g., open ended subscriptions, dealer check-in) 

41. Work with the acquisitions section to develop procedures for proper 
packing slip/ invoice handling and receipt certification by serial 
records staff 

42. Assist acquisitions section in resolving any problems related to 
payment for serials 

43. Remain awa* of the expenditures and balances in the serials 
account (s) ; .iotify the section manager of situations which may require 
special action 

44. Project budget requirements for purchasing serials for the new fiscal 
year 

Other 

45. Assess performance of existing equipment/systems used in serials 
records and investigate capabilities of other equipnent/systens 

46. Rec ommend acquisition of new/additional equipnent/sy stems 

47. Train staff in operation and in-house maintenance of equipment/systems 

48. Supervise in-house operation and roalntenai.ee of equipment/systems 
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ACTIVITIES 



SERIALS CONTROL HLO LEVEL 



Other foont' d) 

49. Gather information for maintenance contracts on equipment/systems 

50. Draft statements of work for contract proposals for services, systems, 
equipment and/or maintenance 

51. Evaluate contractors' proposals 

52. Train and supervise entry level staff 

53. Assist in the selection of new professional staff 

54. Write articles for professional journals/newsletters when appropriate 

SERIALS OONTROL SENIOR LEVEL 

Selection 

55. Review items identified by staff as being of questionable suitability 
for the collection; concur with the selections and/or refer the 
remaining questionable items to senior acquisitions staff for review 

56. Work with senior acquisitions staff to formulate draft selection 
policies for serials/numbered series 

57. Work with senior acquisitions staff to prepare draft selection 
guidelines for serials/numbered series to be used by selection staff as 
an aid in interpreting selection policies 

58. Coordinate the annual review by reference and reader services staff and 
faculty advisory group (s) of the list of serialsyfaumbered series 
currently acquired for the collection (s) 

59. Coordinate the annual review by media center staff of the list of 
serial titles which they currently receive for the professional 
collection 

Verification and Ordering 

60. Select and maintain an up-to-date collection of aids to bibliographic 
verification of serials data 
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ACTIVITIES 



SERIALS CDNEROL SENIOR LEVEL 



Receipt Pror^flfljn^ 

61. Work with senior acquisitions and cataloging staff menoers to identify 
processing priorities for various categories of serials and to draft 
guidelines for priority assicpment 

fttaet 

62. Function as a technical expert in all natters related to processing of 
serials/nunbered series 

63. Interview dealers 9 representatives to learn about the particular 
services they offer 

64. Identify dealers who have a good performance record in supplying 
irregular serials, conference/congress proceedings, and other series 
which are difficult to acquire on subscription 

65. Assist the section manager In negotiating with dealers 1 representatives 
to obtain the required level of service in acquiring anchor processing 
serials 

66. Evaluate dealers 9 performance and report to section manager 

67. Work with interlibrary loan and cataloging section staff members to 
produce anchor update the media center system 9 s serials holding list 

68. Draft serial records procedures and policies; draft revisions as 
required 

69. Flowchart and docunent serial records procedures 

70. Assist section manager in on-going systems analysis of the section 

71. Analyze serial processing statistics and prepare draft statistical 
reports 

72. Train and supervise mid level staff 

73. Etnction as section manager in his/her absence 
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SHOALS CONTROL 



anro level 



Annie Knfflflfdaf 

*•* knowledge related to literacy , nuaeracy, coBaunlcatlons, etc. 
Subject Knowledge 

* knowledge of the prise ry subject field of users served (e.g., 

literature, music, etc.) 
*' knowledge or foreign languages 

T.Jhrary j TnfnmaHfln flclfiDCfi *nn*l**X* (Generic) 

* knowledge of definition, structure, and fbraats of information 

* knowledge of alternative a g co acba s to the organisation of infonation 

* knowledge of alternative appcoaches to retrieval of lnfozaatlon 

* k nowledg e of alternative ap proaches to information oaaaojeaent 

** knowledge of available and emerging information technologies and their 
applications 

* knowledge of completed and ongo<* 3 research in the field and its 

applicability to practice 

* knowledge of career opportunities 

* knowledge of how to learn on an ongoing basis 

Knowledge gh™^ flnfftrF**^"" ""^ environments 

knowledge of the emjending inforaation 11— ilty, its participants and 
their interrelat Im ships (social, eoonosic, technical, etc.) 

* knowledge of the variety of work settings and their organizational 

structures 

* knowledge of the functions performed within the various work settings 

and the services and products offered 
*** knowledge of tea users of the services and products, their character- 
istics and inforaation habits 

Knowledge of what work la done 

** knowledge of the serials control function, the range of services and 

* knowledge of the activities that are required to offer the services and 

* knowledge of the various resources that are n ec e s sary to support the 

activities 

** knowledge of serials control tools acd sources of bibliographic 

** knowledge of serials control methods and tochnjojaai 

knowledge of performance esnected and how it can be luaaured 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable compensation, benefits, etc.) 
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nouns 



SHOALS CONTROL OJTftf LEVEL 

BMdadaB of hew to do work 

** taowledge of bow to pezfom the various activities 

** knowledge of bow to use the aerials control tools and sources of 

hihUojnwjhic Intonation 
** knowledge of bow to apply the aerials control nethods and techniques 

* knowledge of personnel procedures 

Knowledge of the Institution served and its library 

* knowledge of the Mission, goals and objectives of the institution 



* knowledge of the structure of the institution and the role of the 
library within the institution 
knowledge of the various prograss offered and key p e r son n el within the 
Institution 

** knowledge of the policies and procedures relevant to the library 

** knowledge of the various resources available within the library (e.g., 

personnel* egniraant, etc.) 
** knowledge of the users' inforantion needs and reguireaants 
** knowledge of the collection, and of related collections 



SERIALS (DNTHDL MID LEVEL 



** greater depths of knowledge specified above 

** knowledge of the operations of other sections in the library and how 

they relate to aerials control 
*** knowledge of available vendor-supplied systeas, services and products 
£o aW^jjpQitt flfidttXn ocofcxol 
* knowledge of the contracting process, both In general and within the 

** knowledge of evaluation aethods and techniques to evaluate systeas, 
services and products 
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SERIALS CONTROL SENIOR LEVEL 



** greater depths of knowledge specif ied above 

* knowledge of public relations techniques 

* knowledge of statistical description, analysis. Interpretation and 

presentation 

*** knowledge of the costs associated with library resources Materials, 

** knowledge of cost analysis and interpretation ssthods 
*** knowledge of Methods of resource allocation 

** knowledge of standaids, ssasnres and aarhnfls for evaluating per sonnel 

* knowledge of alternative ssnanesent structures and their isplications 

for the operation of the library 

* state-of-the-art knowledge of library reo ea rch and practice 
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SERIALS OONTRDL ENTRY LEVEL 



Subject Knowledge 

** knowledge of the primary subject field of users served (e.g., 

literature* snsic, etc.) 
** knowledge of foreign lsngnsgis 

Library k Information Science Knowledge (Generic) 

** knowledge of definition, structure, and forests of inforsntion 

** knowledge of alternative app roache s to the organisation of Inforsntion 

*** knowledge of alternative approaches to retrieval of Jnfonaation 
** knowledge of alternative approaches to iuforanticn ssnaganant 

*** knowledge of available and aaerging inforsation technologies and their 
applications 

** knowledge of coapleted and ongoing r esea r c h in the field and its 

applicability to practice 
** knowledge of career onportunltles 
** knowledge of now to learn on an ongoing basis 

Knowledge aftffltf lafiaafitlflC «nrk arotrom^ntB 

** knowledge of the emending inforsntion coaaunity, its p artici pan ts and 

their interrelationships (social, econoalc, tec h n i ca l, etc.) 
** kncwledge of the variety of work settings and their organisational 

** knowledge of the functions parforsed within the various work settings 

and the services and produc t s offered 
*** knowledge of the users of the services and products, their character- 
istics and infeasntion habits 

Knowledge of what work im done 

** knowledge of the serials control function, the range of services and 

products o ff ered (both actual and r*** * <<>11 ) 
** knowledge of the activi ties that are required to offer the services and 

** knowledge of the various resources that are necessary to support the 
activities 

** knowledge of serials control tools and sources of bibliographic 
loCoflstt^Xoo 

** knowledge of serials control sethoda and tse b nicju es 

* knowledge of performance e nac te d and how it can be aeasnred 

* knowledge of job responsibilities and working conditions (e.g., range 

of duties, probable cospenaaticn, benefits, etc.) 
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amor level 



BMKlflte cf how to do work 

** knowledge of how to perfotm fie various activities 

** knowledge of bow to w the serials control tools and sources of 

bibliographic information 
** knowloflgw ef bow to apply the serials control setfaods and te ch niques 

Knowledge of fch« Institution named and Its library 
** knowledge of the Mission, goals and objectives of the Institution 

aMKVftl 

** knowledge of the stroctore of the Institution and the role of the 

library within the institution 
** knowledge of the various progress offered and key p s n o enal within the 

inetitotion 

** knowledge of toe policies and procednres xelnent to the library 

** knowledge of the various resources available within the library (e.g., 

personnel., eunipaent, etc.) 
** knowledge of toe users' infossstion needs and requirements 
** knowledge of the collection, and of related collections 



SERIALS CDNEHDL MID LEVEL 



** oreater depths of knowledge specified above 

** knowledge of the operations of other sections in toe library and bow 

they relate to serials control 
** knowledge of available vendor-supplied systems, services and products 

to s u pp o rt serials control 
** knowledge of toe contracting process, both in general and within the 

organised on 

** knowledge of evaluation ssthods and techniques to evaluate systems, 
services snd products 
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SERIALS CONTROL 



SENIOR LEVEL 



** greater depths of knowledge specified above 

knowledge of pribii c relaticnfe tschniojBSi 
** knowledge of etetleticel description, analysis, interpretation and 

** imoeledge' ^of^tne oosti associated with library resonrces tsaterlals, 

pscaMUtyslf ifSOSf due*) 
** knowledge of cost analysis and interpretation setnods 
** knowledge of setnods of pssonroa allooatlon 

** knowledge of standards, aeasurae and sstnods for evaluating p e rs onnel 
**• knowledge of alternative ssnsaaaant structures and their faplioations 

for the operation of the library 
** state-of-the-art knowledge of Library re sea rch and practice 
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SKUAS 



SERIALS CONTROL 



BUSY LEVEL 



Basic ailla 

*** literacy, a— n c y y cognitive, analytical, canonical U—i etc. 

Ability tot 

* perfora each, activity 

* establish rappo i 1 with users and colleagues 

** comitate tell by written, verbal and non-verbal Beano 

* conduct an interview 

conduct Beatings with individDale and ej w u p i 

* collect, analyse and interpret data 

** ante dadalcnB and reccssendntlons baaed on available inforaation 

* supervise staff 

** work indapendently and in groups 

* develop criteria for evaluation 

Ability to: 

** ante effective, ttealy, and well-inf oread dadsiens 

* isolate and define prcoless and develop the nacessary criteria and 

action for their solution 
*** aanage tine affectively 



SERIALS CONTROL MID LEVEL 



fltlllB Bdflinfl to ftch Specific Activity 

*** Skills listed above are developed to a greater extent 

Ability tot 

* perceive tea needs of the organisation and not just the library 
•* anticipate long-ra nge needs of li brary 

** design sysfcsas and procedures to isprove libr a ry op e ra tio ns 

* arbitrate and negotiate 
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skills 



SERIALS CONTROL SENIOR LEVEL 



Skills listed above are developed to a greater extent 
Ability to: 

** apply fiTmfln of aaaanreaedt 
*** budget and sate projections 
*** optinixe the ow of library 



223 

ERIC 



ODmnNCUB VMJSKTB) AS BSD 
«RE VHBOBL BB Dff ORPMr 

in the future 



skills 



SERIALS CONTROL ENTRY LEVEL 

aOllfl P^lAfed to Specific Activities 
Ability to: 

** p er fb ea aatb activity 

** eatahUnh rapport with users and colleagues 

** oc— nicati well by written, verbal and con-verbal neans 

** conduct an interview 

** oondact — stings with individuals and groups 
** collect, analyse and interpret data 

based on available intonation 




** work independently and in groups 
** develop criteria for evaluation 

Ability to: 

** sake effective, tiaely, and vell-inforaed decisiens 
** isolate and define problems and develop the necessary criteria and 
action for their solution 
tiae effectively 



SERIALS CONTROL MED LEVEL 

Skills Related to Bjflfa Specific Activity 
Ability to: 

*** perceive the needs of the organization and not just the library 
*** anticipate long-r a nge needs of library 
*** design systeas and procedures to la prove library operations 
** arbitrate and negotiate 



SERIALS CONTROL SENIOR LEVEL 



Ability to: 

*** apply asthods of aeasureaent and evaluation 
*** budget and aake projections 

opt wise the use of library resources 
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SERIALS CONTROL 



9 

ERIC 



flfctltUdM 'Pouard Institutions 

* Respect for profession 

* nanpect for the library 

* —pad for tbe parent organization 



Attitudes Toward other People 
ftoward Users 



* Like people In general 
** Like children 

*** Like to help people 

* Like to meet people 

* Like to make others i>el comfortable 
*** sensitive to others' 



Howard Others in the Workplace 



* Like to work with others/as a 

* Like to work on can 

■* Willingness to draw upon and share knowledge and experience with 



** Supportive of co workers 
* Bn joy aanaging/sapervlsing others 



Personal Qualities 



*** Assertiveness 

* Coqpassion/Rindness 

* Oonf idsnce 
*** Cbaerf ulness 

* Dependability 



factional stability 
* fairness 

HexibllltyAerantillty 



Ingjuiaitii 

* Leadeiship ability 
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SERIALS CONTROL 



Personal frailties f cont'd) 
« Neatness 

* Need for achievement 

* Objectivity 
0peiHnindednes8 

* OptimisVPosltive attitude 

* Oiganiaction 

* Patience 

* Physical endurance 
iv Resourceful 

* Senelttve/lbongbtful 

* Sense of honor 

* Sense of ethics 

* Tolerance 



Attitudes Belated to Joh/Work/Orpanizafclcn 
Individual should demonstrate: 

** willingness to tsfcs/aooept reeponsihility 

* miUngasss to take initiative 

* Willingness to respond to authority, apply and follow policy 

* Desire to leem/try 

* Willingness to fail 

* Willingness to ask questions 

«* Desire to work to bast of ability 
** Basgonsjyspsss to Use constraints 
** Accuracy 

* Willingness to get hands dirty 

* attention to detail 

* willingness to do clerical tasks 
** Desire to follow -through 

* Organisational identity 

* willingness to prosote library and its services 

* View of library as part of a larger intonation snvironaapl 

* visa 7 of library as an onjaul sal Ion 

* Ability to see broad picture 

* Ability to sacrifice short-term gains for long-term goals 

* Political ssasa 
OsXiOsriAy 

* Meriety of interests 

* Desire to grow personally 
Desire to grow professionally 

* Desire to remain current in specific and general subject field 

* Positive attitude toward job 
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Dispositional Attitudes 

Attitudes Toward Institutions 

* T»nprt for profession 

* Respect for the library 

* Respect for the parent organization 

Attitudes Toward Other People 
Toward Peers 



* Like people in general 
•Like children 

* Like to help people 

* Like to sect people 

* Like to sake others feel coafortable 

* Sensitive to others' needs 

Toward Others in the Workplace 



* Like to work with others/as a teas 

* Like to work on can 

* Willingness to draw upon and share knowledge and experience with 



* Supportive of co workers 

* Eh joy awimj I no/supervising others 

Personal frailties 

• FlesibUity/tesatility 

• Leadership ability 

Attitudes Related to Job/Vtork/Organization 
Individual should demonstrate: 

• Willingness to take/accept responsibility 

• Willingness to take initiative 

• Willingness to respond to authority, apply and follow policy 

• Desire to learn/try 
•Willingness to fail 

• Willingness to ask questions 

• Desire to work to best of ability 

• Responsiveness to tine const mini b 
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* Willingness to get bands dirty 

* Attention to detail 

* Willingness to do clerical tasks 

* Desire to follow through 



* Organisational identity 

** Willingness to promote library and its services 

** View of library as part of a larger inforsatlon environment 

** View of library as an organisation 

** Ability to see broad picture 

** Ability to sacrifice snort-tern gains for long-tern goals 
** Political sense 

* Curiosity 

* Variety of interests 

* Desire to grow personally 

* Desire to grow professionally 

** Desire to remain current in specific and general subject field 
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